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ABSTRACT 

The primary purpose of this study was to design a model which might 
be used to monitor the effectiveness of the secretarial programs' 
curricula that are offered at the post-secondary, non-university insti- 
tutes in the Province of Alberta. 

The population of this study consisted of 24 administrators and 65 
instructors from the 10 public colleges, the four Alberta Vocational 
Centres, and the two Institutes of Technology which participated in the 
study. 

A questionnaire was designed to collect data for this study. The 
questionnaire was divided into three parts: Part A - Respondent's 
Profile; Part B - Institute and Student Clientele Profiles; and Part C - 
Program Curriculum. There were 26 questions in all these parts. A pilot 
study was conducted to determine the face and content validity of the 
statements used in the questionnaire. The pilot study was completed 
prior to the main study. The data from 89 of 90 usable questionnaires 
that were returned were analyzed and placed in tabular form. 

From the research data and the review of literature a model was 
designed that could be used to monitor the curriculum of the on-going 
secretarial programs in the post-secondary, non-university institutes in 
the Province of Alberta. The main purpose of the monitoring process is 
to gather and evaluate data over a period of time to help in the making 
of educational decisions that might effect change in curricula of a 
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program. The main components of the model are: the Monitoring Component 
and four Curriculum Components: Philosophy, Program Objectives, Program 
Content, and Instructional Methods and Evaluation. Attached to each 
component are factors which may have a negative or positive effect and 
which may be taken into account when a monitoring process is undertaken. 

Data from the research instrument revealed specific factors that 
might also be taken into consideration when monitoring a secretarial 
program curriculum. 

Instructors have the primary responsibility for determining program 
objectives and program content. The majority of instructors teaching in 
the programs at the time of this study had more than six year teaching 
experience, and between three to 15 years of office experience. However, 
the work experience of the instructors is not recent. Only 19.5% of the 
respondents had worked in an office in the past two years or less. 

Eighty percent have a baccalaureate degree or higher. There are a 
variety of entrance requirements into the secretarial programs across the 
province as well as a variety of program objectives. 

The length and organization of the academic year in participating 
institutes varies considerably. 

Eleven courses were identified as being compulsory to the majority 
of the programs: Typing, First Level; Typing, Second Level; Typing, 
Third Level; English, Basic; English/Communications; Machines; Business 
Mathematics; Bookkeeping; Shorthand, Basic/Theory; Office Procedures; and 
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The respondents rated "individual instructor's perceptions" and 
"materials and knowledge gained by instructors who attend workshops / 
conferences" as of very high importance in determining course content in 


the secretarial programs. 
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CHAPTER I 
THE PROBLEM 


Introduction 


Secretarial programs have been in operation in public sponsored, 
post-secondary, non-university institutions in the Province of Alberta 
for over a decade. The basic objective of these programs has been to 
prepare the adult learner with the skills, knowledge, and attitudes 
necessary to secure employment in the business world. 

When these programs were first implemented in these institutions, 
many of those responsible for teaching or administering these programs 
came directly from the business world and used their experience from 
business and training to design curricula that reflected the needs of 
business of the time. Since then many changes and innovations have taken 
place in the world of business and these changes are occurring at such an 
accelerated rate that they have not been reflected in changes in the cur- 
ricula for secretarial programs when these changes are made. Because of 
the changes that have taken place in business, as well as the changes 
that are being predicted to take place, the secretarial program curricula 
that was designed and put into place in the post-secondary institutes 
nearly a decade ago may not be as relevant or as effective in meeting 
today's needs as it could be. 

Although the secretarial program curricula may have changed over 
time, and some of these changes may be considered to represent improve- 


ment, other changes that may have been made may be considered as 
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ze 
representing regression. Business educators make every attempt to make 
curriculum change that is relevant, but often these changes are 
replicated from one institution to another in the province, or they are 
sometimes copied from institutions in other provinces or from 
institutions in the United States. 

Evaluation of curricula is made by one of two means: either through 
in-house research which is conducted periodically by Research Divisions; 
or by staff members of the institutions in the province that offer a 
secretarial program. The disadvantage of these types of research is 
that the results of these investigations are not made known to those who 
are outside the particular institution where the research was completed. 

Alberta Advanced Education and Manpower has placed the responsi- 
bility for curriculum development on individual institutions in the 
province. The role that this department has in designing and developing 
curriculum for the ten public colleges where secretarial programs are 
taught is minimal. A major question that needs to be asked is: "Are 
each of these individual institutions able to develop effectively the 
curricula for secretarial programs"? 

Nearly all business and industrial organizations maintain production 
records of some type to provide feedback on how well the personnel of the 
organization are meeting the established objectives, but post-secondary, 
non-university institutions in the province have been slow to follow the 
example set by business or industry to continuously monitor their cur- 
ricula for their secretarial programs. Program monitoring is essential 


and is a continuous process rather than a discrete point-in-time event 
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(New Directions, 1978, 1, vii). The purpose of monitoring a program is 
to assess the effectiveness of the curriculum in its impact upon each 
individual learner. 

Although the complexities of monitoring programs in higher education 
must be recognized, for example, measurement problems, cost/benefit 
analysis, projecting future trends, standardization, it is nevertheless 
an essential part of educational accountability. "Monitoring programs 
provides a continous means of evaluating the effectiveness of programs 
and provides the bases for improving them" (New Directions, 1978, 7, 
ix). 

A review was made of the card catalgues of the libraries of the 
University of Alberta as well as the library of Alberta Advanced 
Education and Manpower to determine if a model had been designed that 
could be used to monitor the effectiveness of secretarial program 
curricula that are offered in the institutes of the province. This 


review revealed that such a model did not exist. 


Problem 
The major problem of this study was to design a model which might be 
used to monitor the effectiveness of the secretarial programs curricula 
that are offered at the post-secondary, non-university institutions in 
the Province of Alberta that deliver this kind of instruction to the 


adult learner. 
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Objectives of the Study 

In addition to the major purpose of the study, it had the following 
supporting objectives: 

1. To identify what curricula were available in the one-year 
secretarial programs in the post-secondary, non-university institutions 
in the Province of Alberta. 

2+ To determine what curricula changes in the secretarial programs 
have taken place over the last ten years and how these changes were 
initiated. 

3. To determine the opinions of the academic instructional staff 
who were responsible for teaching courses in secretarial programs on how 
curriculum changes should evolve in order to update or upgrade a par- 
ticular program. 

4. To determine the opinions of administrative staff of secretarial 
programs on the methods that were used to determine the effectiveness of 


the secretarial programs in participating institutes. 


Significance of the Study 


This study is significant because from an analysis of the data 
collected it may be possible to determine the major components of the 
curricula of the one-year secretarial programs that are offered in the 
post-secondary, non-university institutions in the Province of Alberta. 
A related significance is that this study may also show the degree to 
which curricula for the secretarial programs varies from one institution 
to another in the province and the possible need for some attempt to 


standardize curriculum, if in fact, standardization is seen as 
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desirable by the instruction and administrative staff of those institu- 
tions where this program is offered. 

Because of institutional autonomy that exists in the post-secondary, 
non-university, institutions that are a part of the instructional 
delivery system of Alberta Advanced Education and Manpower, the inter- 
institutional lines of communication for those offering secretarial pro- 
grams have been less than effective. These institutions by participating 
in this research may establish lines of communication that are an 
improvement over what previously existed. This should add to the signi- 
ficance of this study. 

Another significance of the study is the need for a model that can 
be used to monitor the effectiveness of secretarial programs that are 
directed to adult learners enrolled in post-secondary, non-university 
intitutions. The model that is designed as a result of this study may 
have implications for curriculum planners as they attempt to upgrade and 


update curricula for secretarial programs. 


Limitations of the Study 
A study of this nature because of the research design imposes limi- 
tations on the study. This research had the following limitations. 
The study was limited to academic instructional and adminstrative 
personnel who were employed in the post-secondary, non-university, insti- 
tutions in the province where secretarial programs were taught at the 


time of the study. 
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The study was limited to the programs of study for secretarial pro- 
grams that were listed in the calendars for 1979/80, 1980/81 for col- 
leges, and 1979-81 for institutes of technology. The Alberta Vocational 
Training Centers do not have any formal calendars. 

Another limitation of this research was that it involved only pro- 
grams of study that made-up the "curriculum" for the one-year certificate 
program for the secretarial programs of participating institutions. 

Because of the involvement of academic instructional personnel with 
a wide variety of business and university education and experience, the 
study was limited to the accuracy of responses that were made by partici- 


pants to items on the research instrument. 


Research Assumptions 


The following research assumptions were directed at and applied to this 
investigation: 

It was assumed that both the administrative and instructional aca- 
demic personnel where secretarial programs of study were part of the cur- 
riculum offered were aware of, or had been involved in procedures used to 
develop or design curriculum. 

Although curriculum models have been designed to monitor other cur- 
ricula, a model that can be used to monitor a special curriculum like a 
secretarial program did not exist. 

Another assumption that was made was that all those selected to be 


involved in the research would provide the researcher with responses that 
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were true and accurate when responding to items on the research 


questionnaire. 


Operational Definitions 
The following operational definitions were selected for this par- 


ticular study and will apply to this study only: 


Secretary 

There are as many definitions given for the term "secretary" as 
there are writers of business education textbooks. An analysis of these 
definitions show that what is presented are actually the responsibilities 
or duties that a secretary performs. To identify the responsibilities 
that a secretary performs, a review was made of the Canadian 
Classification and Dictionary of Occupations. This reference is normally 
used by Canada Manpower personnel to help them identify and codify work 
that is ordinarily performed by individuals in a particular job. Volume 
One of the Canadian Classification and Dictionary of Occupations gives 
the duties and responsibilities of a secretary as follows: 

Schedules appointments, gives information to callers, takes 

dictation and relieves employers of clerical work and minor 

administrative and business details, performing any of the 

following duties: Reads and routes incoming mail, Locates 

and attaches appropriate file to correspondence to be 

answered by employer. Takes dictation in shorthand or on 

stenotype machine, and transcribes on typewriter from notes 

or voice recordings. Composes and types correspondence. 


Files correspondence and other records. Answers telephone 
and gives information to caller, or routes call to 
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appropriate official, and places outgoing calls. Schedules 

appointments for employer and reminds him when they are 

due. Greets visitors, ascertains nature of business and 

conducts vistors to employer or to appropriate person. 

Compiles and types statistical reports. Records minutes 

of meetings. May keep confidential personnel records. May 

arrange travel schedules and reservations. May be desig- 

nated according to type of work performed; for example, 

Appointments Secretary, Legal Secretary, Medical Secretary, 

Soclaleoecretary  (VOl. 1, 1971, Dew lye). 
Post-secondary, non-university Institutions 

Alberta's post-secondary educational system is comprised of four 
distinct institutional sectors namely, provincially administerd institu- 
tions, public colleges, private colleges, and universities. Each is 
designed to meet the diverse educational needs of adult learners in the 
province (Department of Advanced Education and Manpower, Annual Report, 
1978-79, p. 39). 

For the purposes of this study, post-secondary, non-university 


institutions, will refer to two of these four sectors; namely, the pro- 


vincially administered institutions and the public colleges. 


Public Colleges 

Alberta's ten public colleges place "considerable emphasis on 
responding to the changing needs of Albertans in the communities and 
regions they serve. To provide this service the colleges' programs 
ranged from academic upgrading to university transfer, while including 
various career, vocational and community service programs" (Department 


of Advanced Education and Manpower, Annual Report, 1978-79, p. 39). 


APOE al) .tov! ¢aeewttet, Taney . : 


BROIPULEIERT Wo rated on. vues aa 
~*~ Ue . 


MHA Ww fgeitgme of aevadé Jaqe4isedh= waabioose-2e6q ef ah 
oe 
- 


wh SOP ae 


-vsdizani Sy4al oe inlaws vid rind ivesg Wienke STtw ik tars) oisenk ty a 
: 7s _ " 

eee .enlsiawelat ice .sapalfoa wivliqg \echoli¢o obi wale 

: 

= of wpenven! P1ehs Io ghar cena) tece fer water Ft eee or heiastaets a 


eee Lee. . Wawa Pre mgt? beinavia 3° Jeunrgaged) 


VS Pesey inca (yichwmesietaey “Vingse < ia’ te eeioqit, Sar 
“ang a estan 7Eaaioen ayol weal te oe @ yelter Like 


esp etive Siltesp oft Ane wid 1969 Esai fs Ie23 la dbe 


7 rowers eitesrbaqtey enaly qapplios  efeug nom ot ed teeta 
bon eel neater Ad Nh ered twlt 8 In vow DH Tah adS Mais ot —o =i 
Saerycig "Hepaticg amr piv tna asr> ables} “a rion | 
pace lath miata Sadelinys yf ke2ns by oy: gerebitepYth odinn 


Pearse) Samer a IeTSe f7LnM nha Casta 


¢) 
Each college declared to come under the Colleges Act is a separate 
legal entities and are governed by a Board of Governors appointed by the 
Department of Advanced Education and Manpower. 
The ten public colleges in the province are: 
Fairview College 
Grande Prairie Regional College 
Grant MacEwan Community College 
Keyano College 
Lakeland College 
Lethbridge Community College 
Medicine Hat College 
Mount Royal College 


Olds College 
Red Deer College 


Provincially Administered Institutions 

"Alberta's provincially administered institutions included four 
vocational centres, located at Edmonton, Calgary, Grouard and Lac La 
Biche; two technical institutions located at Calgary and Edmonton; a 
number of community vocational centres in northern Alberta; and the 
Alberta Petroleum Industry Training Centre in Edmonton" (Department of 
Advanced Education and Manpower, Annual Report, 1978-79, p. 39). 
For purposes of this study, the four Alberta Vocational Training Centres, 
located at Calgary, Edmonton, Grouard and Lac La Biche will be referred 
to as post-secondary, non-university institutions and will be included in 
this study. 

The Alberta Vocational Training Centres provide training in academic 
upgrading, pre-employment training, para-professional training, and 


vocational retraining services to the under- and unemployed and socially, 
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10 
economically, physically, or geographically disadvantaged (Department of 
Advanced Education and Manpower, Annual Report, 1978-79, p. 39) For the 
purposes of this study, the two technical institutions; namely, the 
Northern Alberta Institute of Technology, in Edmonton, and the Southern 
Alberta Institute of Technology, in Calgary will be referred to as post- 
secondary, non-university institutions. 

"The two technical institutes provide training that leads to 
immediate, gainful, and continuous employment in business, industry, 
governmental service or educational institutions" (Department of 


Advanced Education and Manpower, Annual Report, 1978-79, p. 39). 


Institutes 

For the purposes of this study, the term institutes will be a 
generic term and will include the public colleges, the Alberta Vocational 
Training Centres, and the institutes of technology all who are part of 
the post-secondary, non-university instructional delivery system of 
Alberta Advanced Education and Manpower, and who receive operating and 


capital funds from that department. 


Monitor 

Fincher in his article "Program monitoring in higher education" 
emphasizes the need for an evaluation process in higher education to 
determine program effectiveness (New Directions for Program Evaluation, 
No. 3, 1978, p. 65). He explains that monitoring is a mechanism for 


continuing evaluation of a program. Monitoring adds a time dimension to 
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11 
the process of evaluating outcomes. Austin in his article "Measuring the 
outcomes of higher education" recommends that "what is needed is 
longitudinal data--repeated measures over time that will permit an 
institution to assess comparative change in each outcome measured" (New 
Direction for Institutional Research, No. 1, 1974, p.- 46). 

Monitoring is the means for continuous updating and upgrading of a 


program of studies. 


Curriculum 


There are a number of definitions for the term curriculum that 
appear in the professional literature that was written by authors who are 
recognized as curriculum theorists. The definition given by Taba in her 
book, Curriculum Development, Theory and Practice was found acceptable 
for this study. Taba defines curriculum in this manner: 

curricula are composed of certain elements. A curriculum 

usually contains a statement of aims and of specific 

objectives; it indicates some selection and organization of 

content; it implies or manifests certain patterms of learning 

and teaching, whether because the objectives demand them or 

because the content organization requires them. Finally, it 

includes a program of evaluation of the outcomes (Taba, 1962, 

Demd )% 

There are two forms of the plural of the term curriculum. These are 


curricula or curriculums. Curricula was the plural form selected for 


this research. 


Maer Se 
a - -{ _— 7 om 4 

ae teeta Af hbe aes eat? TH vans ‘horengai~-aiet . 
Pt? 
wenny evant anes’ pk 0 eytiive etiainia dies Sean oR 
ise oe «hte) ) sold eagedeat Lagi tod tet 
& 96 gedbergaer fee gohset gy ena ita OY weenie oft €2 | 


yeds ula Vewe wees ey x07 gndigielied to tedim) » S2a) 


ate of esortus od Meaticy cow sy mapsite ti Lesodpentorwq one ine atl 


7 
~_ _ 


gad 4b het KC uewdy KOATINI ISO « i cegeat doers ‘muse itis as ; 


sider pr.+ soot sew gpisze dt tae" Géul .zuvmqo saved myboREae 
Ween se ejlts Glos zeu's rand toe gtad « use 


+ 


 oteseteye A «stomata olagaed So beset oF 6 aia oa 
my tedeye Ip Pty Bie Fo Idem ee sar eIns oy ] 


tn pit 2enstieg Te Lap ral Icelee “noe espicisek ay 
enivemes % ce rane hisrres eres 12K bm. 20 was ¢ 


ae ober sx wid es) nite steer 


ete veer? «omplirguttio.anes ats Yo fewlq-eta 3 trot owe wae A 


209 Nesnelen mau? Lfard(g o> Sew BdvoaaaW9 orily Lure, & ne 
a y 


Bae 


12 

Program of Studies 

According to Giachino and Gallington (1977) in their book, Course 
Construction in Industrial Arts, Vocational and Technical Education, a 
program of studies represents the total offering of a school system (p. 
13). To clarify this definition these authors expand upon it by saying: 

it includes not only the school subjects, but all the 

extracurricular activities in which pupils may participate, 

thus, the program of studies may comprise several curriculums 

such as college preparatory, general, commercial, industrial, 

agricultural, and homemaking. (p. 13) 

Saylor (1966) supports that position given by Giachino and 
Gallington when he explains that curriculum and the program of studies of 
a school are synonymous (p. 5). 


For the purpose of this study, the terms curricula and program of 


studies will be used synonymously. 


Course of Studies 

Neagley in his book, Handbook for Effective Curriculum Development, 
(1967) explains that a course of studies is "a formal outline of the 
prescribed content to be covered in a particular subject, group of sub- 


jects, or area of study" (p. 5). 


Model 


Saylor (1966) explains that a model is a plan, usually in chart 
form, outlining a logical series of steps used in the process of achiev- 


ing a goal or objective (p. 6). 
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13 
For the purpose of this study the model that is developed will give 

in chart form for the theory of the process of curriculum planning, 
evaluating, and updating a secretarial program--the theory of monitoring 


a secretarial program. 


Educational Objectives 


Educational objectives are statements of the purposes or goals of an 
educational institution or an educational program. Nanassy (1977) 
explains that "goals should be stated in behavioral terms--that is, what 
students should be able to do and how they should act at the completion 
Of a given ,lesson.or unit" (p. 465). 

Educational objectives state how the behavior of students should be 


changed to achieve specific objectives of education. 


The Population 


The population for this study included all those administrators (24) 
and instructional staff (65) who had responsibility for either admini- 
stering or teaching secretarial programs in the institutes identified as 
post-secondary, non-university, institutes for this study and where the 
secretarial program was offered. 

This population was not stratified because of its small size which 
was an "academic staff" of approximately 110 in the 16 institutes 


included in this study. 
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14 
Instrumentation 

To assist the reseacher in selecting the correct instrument to use 
and the procedures to be followed in designing that instrument, a review 
of the literature on instrumentation was made. In addition to these two 
major purposes for conducting this literature review, this review had the 
following additional purposes for the researcher: to learn how to 
organize research instrument into categories, to learn how to sequence 
questions in the categories that were selected, to learn how to phrase 
statements that would appear on the instrument; and to learn how to 
prepare a statement so that its ambiguity was minimized. 

From the review of the literature on research techniques and on 
instrument design, the researcher made the decision that a questionnaire 
would be the most suitable instrument to collect data for this research. 
In selecting the questionnaire as a data collecting instrument, it was 
realized that this method of collecting data has a number of major advan- 
tages and a number of major disadvantages. 

The major advantages are: A questionnaire can be readily repro- 
duced; it can be easily mailed to members of the research population; the 
data that is collected with this instrument is considered to be objec- 
tive; data from items are relatively easy to tabulate; especially if 
there are check-off responses, and respondents can remain anonymous. 

The major disadvantages are: A possible low rate of return; items 
on the questionnaire can be subject to misinterpretation by the respon- 
dents; the respondents may omit or disregard any item they choose without 


giving an explanation; some items may force the subject to select 
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ibs) 
responses that are not an actual choice; the amount of information that 
can be gathered is limited by the respondent's available time and 
interest span and subjects who do return their questionnaires may not 
provide a respresentative sample of the total population. 

The researcher worked in close cooperation with the major advisor 
for the study in all phases of designing the research questionnaire. The 
purpose of this cooperation was to provide the researcher with guidance 
and direction in the processes that are used to prepare a research 
instrument that is objective and free from researcher bias. 

After the instrument was approved by the major advisor, it was 
reviewed by a specialist in instrument design from the Department of 
Educational Psychology, Faculty of Education, The University of Alberta. 
This review was made: to determine if items on the questionnaire were 
properly prepared; to determine if the format of the instrument was cor- 
rect; to determine if additional items were needed; and to determine if 
the instrument had both content and face validity. 

The specialist pointed out to the researcher where difficulties 
might be encountered in analyzing the data that would be collected on the 
instrument and recommended changes to the Likert scales that were being 
used with the different questions. Statements that might be ambiguous to 
the respondents were discussed and revised to provide greater clarity of 
meaning. The specialist further recommend that there was no need to 
number the questionnaires for follow-up procedures and that question- 
naires should only be identifiable by institute and not by individual 


repondents within each institute. 
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16 
The researcher found this review to be most helpful and revised the 
research instrument before it was used in the pilot study. 
Prior to being used in the major phase of the study, the question- 
naire was pre-tested in a pilot study. The pilot study and its purpose 


are described in the following section of this chapter. 


Pilot Study 

A pilot study was conducted and the pilot study population included 
selected individuals who were involved in teaching and/or administrating 
secretarial programs at the institutes. The individuals who were invol-. 
ved in the pilot study were also included as members of the population of 
the research. These individuals were selected to become involved in this 
phase of the study because they were readily available to the researcher 
and because they were knowledgeable about the secretarial programs. 

The reasons for conducting the pilot study were: to determine if 
the items on the questionnaire were free of ambiguity; to determine if 
the proper sequence of questions was used; to determine the average 
amount of time it took pilot study participants to complete the instru- 
ment; and to determine the face validity and content validity of the 
statements that appeared on the questionnaire. 

The suggestions and recommendations made by the pilot study partici- 
pants to the questionnaire were analyzed and those that were considered 
meaningful were incorporated into the final draft of the research instru- 


ment before it was used in the major segment of the study. 
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Methodology 


The following methodology was used to collect data for the study and 
to bring the study to its conclusion. 
Selection of the Problem 

The researcher selected this particular problem for the research 
because of an interest in curriculum development as well as involvement 
in a research project for the Alberta Business Educators' Association. 
This project for the Association was established to try to find out what 
standards were being used in post-secondary institutes in the subject 
areas of shorthand and typewriting. The researcher became aware of the 
diversified objectives, measurement criteria, and textbooks being used 
among the post-secondary, non-university institutes in the province for 
their secretarial programs 

As a teacher of secretarial programs and having being employed by 
four different post-secondary institutes in the province over the past 
fifteen years, the researcher became aware of the difficulties being 
experienced by educators in trying to update secretarial curricula to 
meet the needs of business with the constant changes taking place in the 
office. 

The researcher's involvement with Alberta Business Education 
Association, the Canadian Association of Business Education Teachers, and 
the Alberta Business Education Council has also created an awareness of 
the educational potential among the instructors working in the province. 

A review of the research and related literature about curriculum 
development in the secretarial field revealed little research has been 


conducted at the post-secondary level. 
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A computer search was made of the data base of the Education 
Resource Information Center (ERIC) using the 1978 edition of the 
Thesaurus of ERIC Descriptors. The ten descriptors used in the search 
were: Community Colleges, Curriculum Development, Business Education, 
College Curriculum, Curriculum Planning, Curriculum Research, Teacher 
Education Curriculum, Busines Subjects, Business Skills, and Curriculum 
Centre Studies. The three data bases used for the search were: Research 
In Education, Current Index of Journals in Education, and Canadian 
Vocational and Technical Education. The computer search showed no 
studies completed on post-secondary secretarial curriculum development. 

The researcher further had a personal interview with a member of the 
staff of the Department of Advanced Education and Manpower to determine 
what role the department played in curriculum development and evaluation. 
The researcher was told that because each institution was autonomous, the 
department generally left curriculum development up to each individual 
institution. The researcher was given reports on the nursing program to 
review which might be possible to use as a model for the current study. 

A manual review of current periodicals, on business education and 
office management and administration, produced several articles that 
dealt with the need and problems of evaluation of programs and curriculum 
as well as the changing role of business and business and secretarial 
education, and the development of the office of the future. 

Through discussion with the thesis supervisor, the researcher was 
able to select and determine the feasibility of the research topic and 


prepare a thesis proposal that would serve as a guide for the study. 
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12 
Selection of Respondents 

The researcher obtained a list of members from the Alberta Business 
Education Association and from this list identified one member, from each 
institute included in the study, who would serve as the initial contact 
person at the participating institute. These contact persons were se- 
lected because of their interest in curriculum development and because 
they were known to the researcher. 

A letter (Appendix A) and personnel form (Appendix A) were prepared 
and was sent to each contact person in each of the 16 institutes. The 
letter explained the purpose of the study and requested the following 
information: permission to include their institute in the study; a com- 
plete list of all personnel who either teach or administer the secre- 
tarial programs in their institute; and a current institute calendar 
and/or course outlines for the secretarial programs that were offered. 

Out of the 16 institutes contacted, 14 institutes provided ten 
institute calendars and eight course outline booklets. The contact 
persons at the two institutes that did not respond were contacted by 
telephone. From the telephone communication alternate contact persons 
were identified in these two institutes and the information that was 
required was secured. 

The decision was made at the beginning of the study that all members 
of the teaching and administering faculty in the secretarial programs 


would be included in the population of this study. 
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Development of an Instrument 

As discussed early in this chapter a questionnaire was selected as 
the=method to be used to collect data for*this "study. 

The researcher reviewed several questionnaires and decided that the 
questionnaire would be divided into three main sections: Part A - 
Respondent's Profile, Part B - Institutes and Student Clientele 
Profiles, and Part C - Program Curriculum. 

From a review of the 1979/80 or 1980/81 calendars and the course 
outlines that were received, the questions for each section of the ques- 
tionnaire were developed. Additional questions were developed from the 
literature review. The questionnaire for this study is included in 


Appendix B. 


Collecting and Processing Data 

To collect data for this study a covering letter that would be part 
of the package mailed to each participant was prepared. The letter 
(Appendix A) explained the purpose of the study, the role of the partici- 
pant in the study, and established a deadline date for the return of the 
completed instrument. Other components of the research package included 
a copy of the research questionnnaire for each participant and a 
self-addressed, stamped envelope for each respondent to individually 
return the questionnaire to the researcher. Part of this package 
included a special letter (Appendix A) to the contact person asking that 


that person distribute the covering letter addressed to each individual 
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24 
instructor or administrator of secretarial programs within that institute 
together with the questionnaire and self-addressed, stamped envelope. 

One hundred and thirteen questionnaires were mailed out in the 16 
packages. One week after the dealine date that was established on the 
covering letter, telephone contact was made with delinquent institutes 
and a two-week extension to the original deadline was made. A total of 
75 or 66.4% of the questionnaires were returned by the deadline date. 

The telephone calls yielded an additional 15 questionnaires for a total 
return of 90/113 or a 79.6% rate of return. Of the 90 instruments that 
were received from respondents, one had to be eliminated from the 
research because a note that was penciled at the top of the returned 
questionnaire indicated that the respondent was from a school of commerce 
in the private sector and not the public sector. Consequently it was 
eliminated from the study. 

The data on the questionnaires were keypunched onto 80 column cards 
by the researcher. To analyze the collected data, a program from the 
Statistical Package for the Social Sciences (SPSS) package was selected 
to yield frequencies and percentages and in some case cross-tabulations. 
These frequencies and percentages were placed in tabular form for ease of 
analysis, interpretation and presentation. 

From these data, the research findings were drawn and conclusions, 


observations, and recommendations were made. 
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Organization of the Thesis 

To report this research study, the thesis is organized in the 
following sequence: 

Chapter I included an introduction, the problem statement, objec- 
tives of the study, significance of the study, limitations of the study, 
research assumptions, operational definitions, the population, instru- 
mentation, pilot study, and methodology. 

The second chapter presents a review of literature which included a 
review of the history of business education and secretarial education in 
the Province of Alberta, a review of curriculum theory, and a review of 
current literature on curriculum development and the office of the 
future. 

The third chapter presents a review of literature on program and 
curriculum evaluation, program monitoring, and educational 
accountability. 

The fourth chapter presents the findings of the research 
instrument. 

The fifth chapter presents the development of the curriculum 
monitoring model and the Secretarial Program Curriculum Monitoring Model. 

The sixth chapter presents a summary of the report, major findings, 


and the recommendations of this study. 
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CHAPTER II 


SURVEY OF RELATED LITERATURE 


Introduction 

In the previous chapter of this report, all the phases of the 
research design that were used in conducting the research were included. 

This chapter presents the review of related literature in three sec- 
tions. The first section is an historical review of the development of 
secretarial and business education in the secondary schools and the post- 
secondary educational institutes in the Province of Alberta from the 
early nineteen hundreds to the present time (1981). The second section 
reviews the publications that were written by curriculum specialists to 
identify contemporary curriculum model builders as well as to identify 
the basic components of a curriculum model. The third section presents a 
review of the current periodicals and a scenario of the present and 
possible future changes in the office and the implications that these 


changes will have on curriculum development. 


Historical Review 
Today's business education programs in the secondary school and in 
the post-secondary institutes of the Province evolved from the business 
education courses and programs that were offered in public secondary 
schools and private or church sponsored colleges that were established 


during the early nineteen hundreds. 
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Private Colleges 

Chalmers (1967) reported that private church sponsored colleges were 
first established primarily to provide high school training which was not 
available in the rural communities and to administer matriculation exams 
for university entrance requirements. By 1914, four colleges in Calgary, 
four in Edmonton, and one each in Raymond, Red Deer, Lacombe and Camrose 
had been established with affiliations with the University of Alberta (p. 
189). 

The Advanced Education and Manpower brochure entitled "It's about 
time . . . to start thinking about your future" states that Alberta 
College in Edmonton, a church sponsored college, was founded in 1903 as a 
business school. Today this college continues to operate as an 
independent college and has expanded program and course offerings over 
the years to meet both business and academic training needs (p. 17). 

This private college receives operating grants from the province under 
the provision of the Colleges Act (Preitz, 1979, p. 10). Mount Royal 
College established in Calgary in 1911, was also a private church 
sponsored college and today is one of the largest public colleges in the 
province (Advanced Education & Manpower Brouchure, 1980,p. 16). 

The private colleges were the first schools devoted exclusively to 
teaching business courses and meeting the training needs of the business 
community of the time. 

Secondary Business Education 
Dayman (1979) states in his report, "History of the Business 


Education Program", that bookkeeping was being taught in the public 
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25 
education systems since the Province was founded in 1905 (p.1). "A 
modified commercial program (not a subject) was first offered by a public 
institutionain Calgary, in 1907 and in Edmonton in 19117 (p. 1). 

According to Moreland (1977) commercial education--later known as 
business and secretarial education--was first introduced at the high 
school level in 1908 in Calgary and in 1912 in Edmonton (p. 191). Other 
centers such as Lethbridge and Medicine Hat began to offer "commercial 
courses" in 1915. In identifying the courses that were taught in these 
centres Moreland wrote: 

By 1915 a two-year commercial course was fairly well estab- 

lished. The courses offered in the first year were bookkeeping 

and business forms, rapid calculation, shorthand theory, and 

typewriting. Those offered in second year were arithmetic, 

bookkeeping, commercial law, geography, penmanship, rapid 
calculation, stenography practice, and spelling. 

Lethbridge, Medicine Hat, Calgary, and Edmonton were the 

the first urban centres to offer the full two-year pro- 

gramme in their commercial high schools (pp. 191-2). 

Chalmers (1967) wrote that in 1910 a high school curriculum com- 
mittee for business eduation was formed (p. 191). The next ten years saw 
more revisions in this curriculum as the curriculum committees were 
expanded to include more groups and organizations that were represented 
on the committees (p. 192). "The actual working subcommittees, however, 
consisted wholly of professionals" (p.193). In 1912 high school programs 
included six courses one of which was commercial; however, the courses 
existed on paper but not in the schools and there was a large proportion 
of failures (p. 193). 

In 1929, the Alberta legislative unanimously resolved that 

the high school programme be referred to a curriculum 

committee to consider the advisability of lightening 


the course content and making the requirements for normal 
school and for university matriculation uniform (p. 194). 


= : 7 7s 4 - - a ' 
Ai ab @towod oe vot add nits Smee 


abt oe Suid: auek* cow. (rahe Ss JOR) gouerty is rrt 


i o 


fe gh Oram? wi ah uy Beh Foe tT nb yreel Ac 


’ 
he Thanos (vyerty Bret atast oi wiih ae 


v5 


 -. Gay WAIST --ndkoaov 


-s 
- (oe compa 


maa aed in sneer pe be. Feowhs Tp i "i 
7 
“2 M { onvs ’ 
MA TU »f ew —_ nm ie ve aynk Yeap ii, ‘ iw vy of ix re 
aa 
tf ees SIPs of caper tet, Sale AGO 24 dot 26 (ope eee 
, FV?) , © > 
ive ad aT erie = 1 Git ATG ' pyr) Py Tak iT at 1 et sunae 
: on iar ae 
—@qujyee (lem YY. tis * pie s: np (-5™ I e7et MA 


saitestitxiiek aay sat DIY PO FY Gekith sir nics ad, nae 
ree, . a a" Sap ; nse i 40.4 , = ” 1 s¢3 
BEIGRey eis A=>yvl hi ou f > On ‘1 Cts tte 7h 


paar ‘ joo 15 aj ‘s L yi bee 09 NXTSea i. = © 
‘Pars lain .eytd Yel ye ure 13 etooien 
oe o'oan Zier: oo ee : ‘ rat Gb - 
=(> Yh Lpi9 7 We ,er 3 rian nie avery i} 
; Pa Ds el frat “a Fa) j 4) 2 ee | _— avf - 
=e 4 ys lei @Gjel | ; el). ewnlwe 
ow weey ier tou «f ; i hy ; rdatinee wa gebad 
maw i Simoes), neh ea wits minotorusy wade oh See letiess re 
a 
=. 
acne sass Tym 40 MPI E-BS5 Ts i eyo ex eftvtlwh ap tein oat 


evden! \pealrinngrie tae “oe Jenjaw ens" ster om) gee** Oe ae . 
eunspe-t: toads Ano ate! ot J (éer.g) “alacolresios lo viinge bee 

esytson wks revered « larsronqe> abe toi 1 Shy seine we 
eee m seve! 6 eee suet) Ca elooive ott fi,don, oo Tede ao | 


7 _ : = (€8hagh 
; “atti ro pce yi maton Lotions ev tole tpl heb rer LP | bind 
Rais Bonawtay 9d sumes spear: ngifs _ eee aa 
. rivin it ae * . 

(omy piven tan tisdnen 
ir Tor ees bi ut yasnae a 


a sm wa Testis 
te 


eo ~~ ; 
a 8 


J 
hip, “ 
" 

° 


tn pe 


26 

Chalmers (1967) in his book, Schools of the Foothills Province, 
listed the objectives for Alberta High Schools in the 1920's as: 

1. To prepare the individual for efficient participation 

in the duties of social, political, and family life. 

2. To prepare the student to become an efficient economic 

or producing unit in society. 

3. To further his personal development and personal happiness. 

(p- 194) 

The revisions to the high school curriculum of the late 1930's 
included a "credit" program requiring core subjects amounting to one- 
third of the total and electives amounting to two-thirds made up the high 
school diploma. The new options included typewriting, which, while not 
new up to that time, was now available to matriculation students (p. 
196). 

Commercial education continued to expand until 1930 when the 
depression brought about an economic slump in all areas of Alberta 
including education (Bujea, 1973, p- 105). The high cost of equipment 
and facilities for business education made it impossible to maintain or 
expand this program (Chalmers, 1967, pp. 194-5). 

Chalmers stated that the curriculum committees failed because they 
did not include local school levels in curriculum planning which even- 
tually led to the role of curriculum committees of 1955 as one of leader- 
ship (p- 202). The General Curriculum Committee with professional and 


non-professional membership was purely advisory to the Department of 


Education (pp. 200-201). 
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"By 1950 the bookkeeping, shorthand, typewriting, and office 
practice courses formed a three-year sequence in the high schools" 
(Bujeau, 1973, p. 106). 

The Alberta Provincial Government in December, 1957 under an Order- 
in-Council established a Royal Commission on Education. In November, 
1959, this Royal Commission under the chairmanship of Donald Cameron sub- 
mitted the complete report entitled, Report of the Royal Commission on 
Education. This commission was given the mandate of "assessing the pre- 
sent system of education as it has evolved and is being carried out in 
the Province of Alberta, and in endeavoring to formulate recommendations 
for the future which, in the view of the Commission, will improve the 
quality of education and make it more effective in meeting modern needs" 

(p. xi). This report became known as the "Cameron Report". One of the 
recommendations of this report was, "That business education be main- 
tained and further developed in the public school curriculum" (p. 140). 

Business education courses and programs continued to expand in the 
secondary high schools and the post-secondary institutes within the 
province as the needs of business and industry expanded. However, 
McKinnon (1967) in his report to the Legislative Assembly emphasized that 
the greatest expansion took place during the time of the Canadian 
Technical and Vocational Training Agreement (CTVTA) that was signed 
between the Federal and Provincial Governments. This agreement began 
April 1, 1961, and was terminated March 31, 1967. This agreement pro- 


vided for a cost sharing progam for the expansion of vocational and 
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28 
technical educational facilities at the post-secondary and secondary 
levels. (p. 1). 

Alberta's experience and concern with vocational education enabled 
this province to take immediate advantage of this new source of funds. 
There was a large increase in vocational facilities in secondary schools 
with federal funds of approximately eighty million dollars committed to 
cover 75% of the capital expenditure and provincial funds of approxi- 
mately forty-seven and half million dollars representing 25% for capital 
expenditures and 75% for equipment and other expenditures. 

Approximately 65% of the total expenditures went for the construc- 
tion of high schools and 36% for the expansion or construction of post- 
secondary technical institutes, colleges or adult education facilities. 

This led to the expansion of the composite high schools concept in 
the province and also led to a similar expansion of post-secondary 
educational facilites which gave the business education programs a chance 
to acquire better facilities and equipment as well as to expand their 
curriculum. Curriculum development was a major concern of this period 
and curriculum committees were established to develop vocational and 
technical programs (p. 5). 

The curriculum of business programs was expanded to include business 
machines, data processing and other training to meet the demands of 
business and industry (McKinnon, 1967, p. 5). 

To overcome the shortage of specialized teachers in business and 
other technical and vocational specialized areas, recruitment campaigns 


were directed at people working in business and industry who wanted to 
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change their careers and become teachers. The Federal Government pro- 
vided funds under the CTVTA Program by establishing bursaries to help 
experienced people obtain university teacher training. The establishment 
of the Division of Industrial and Vocational Education, later granted 
departmental status, within the Faculty of Education at the University of 


Alberta, provided the leadership for the teacher training program (p. 8). 


Post-Secondary Colleges and Institutes 


Today's, 1981, ten self-governing public colleges and the two insti- 
tutes of technology, as well as the four Alberta Vocational Training 
Centers (AVC's), included in this study, evolved from the established 
private church affiliated colleges, from the agricultural colleges, or 
from economic needs within the province to provide more technical or 
business training to meet the demands of business and industry for more 
highly trained personnel. The programs of these colleges, institutes, 
and AVC's are coordinated under the policies administered by the Minister 
of Advanced Education and Manpower. The map at the end of this section 


shows the location of the institutions included in this study. 


Colleges Comission 


"The Alberta Colleges Comission was created in 1969 to coordinate 
the post-secondary system as a whole and to provide central control and 
coordination of the public colleges in particular" (Small, 1972, p.- 40). 
It was officially disbanded in 1973 and the Department of Advanced 


Education assumed its responsibilities. 
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30 
Department of Advanced Education and Manpower 
The Department of Advanced Education was formally established on 
June 2, 1972 as one of the two provincial departments of education when 
The Advanced Education Act (Bill 33) was proclaimed. 
BCCOrain gs tLosrreitz.(1979 )': 
This Act officially established the Department of Advanced 
Education for the expressed purpose of administering and 
coordinating those post secondary non-university institutions 
previously controlled by the Department of Education and the 
Department of Agriculture. These institutions included four 
vocational centres; eight public colleges; three regional 
colleges and two technical institutes (p.- 3). 
Three years later in 1975, The Manpower Act, 1975, was legislated 


and transferred manpower responsibilities from the Department of Manpower 


and Labour to the renamed Department of Advanced Education and Manpower. 


Institutes of Technology 

Chalmers (1967) reports that the first post-secondary college 
established in Calgary in 1912 which included training in accounting, 
business methods, and commercial subjects in its curriculum became in 
1916 the Alberta Provincial Institute of Technology and Art. The role of 
this college changed during the first and second world wars as the 
demands to train or rehabilitate soldiers were met. In 1950 considerable 
expansion began to be completed in 1958 (pp. 206-8). This institute was 


renamed the Southern Alberta Institute of Technology in 1961 (Campbell, 
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1971, pp- 100-1). In 1961, educational planners from the Department of 
Education began to plan for a second institute of technology that would 
be located in Edmonton. The position of these planners was that a second 
institute was needed in the province to meet the demands of business and 
industry in the northern half of the province. Because these plans were 
fully developed at the time when the two governments signed the CTVTA in 
1961, Alberta was able to use the funds under this Act to the fullest 
advantage of the province. The institute in Edmonton was established in 
1961 and given the name The Northern Alberta Institute of Technology. 
The more popular names for the two institutes of technology are 


"SAIT" and "NAIT" respectively. 


Public Colleges 


The Public Junior College Act was passed in 1958. Lethbridge was 
the first college to be established and by 1966 three other colleges had 
been added: Red Deer in 1964, Medicine Hat in 1965, and Grande Prairie 
in 1966 (Mooreland, 1977, p. 194). 

Mount Royal College was established in 1911 under the sponsorship of 
the Board of Colleges of the Methodist Church and in 1925 under the spon- 
sorship of the Board of Colleges and Secondary Schools United Church of 
Canada. The original college had academic, commercial and conservatory 
departments. This college became a Junior College in 1966 and the 
Colleges Act passed in 1969 gave the college the present name of Mount 


Royal College (Campbell, 1971, p-92)- 
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Olds College was established in 1913 as an agricultural college 
under the name of Olds Agricultural and Vocational College. The name was 
changed to Olds School of Agriculture and Home Economics in 1963 (p. 97). 
In 1978 Olds College became a publicly administered college under the 
purview of the Department of Advanced Education and Manpower (Department 
of Advanced Education and Manpower Annual Report 1978-79, p. 51). 

Lakeland College was first established in 1913 as the Vermilion 
School of Agriculture and one year later changed its name to Vermilion 
School of Agriculture and Home Economics. In 1963 the college was named 
the Vermilion Agricultural and Vocational College (Campbell, 1971, 

p- 103). In 1978 this college became known as Lakeland College and 
became a publicly administered college with campuses in Vermilion, 
Lloydminister, Wainwright and St. Paul (Department of Advanced Education 
and Manpower Annual Report 1978-79, p. 51). 

Fairview College was first established in 1951 as a provincially 
adminstered school of agriculure and became a college in 1963 (Campbell, 
1971, p 84). In 1978 Fairview College became a publicly administered 
college as one of the colleges of the instructional delivery system of 
the Department of Advanced Education and Manpower (Department of Advanced 
Education and Manpower Annual Report 1978-79, p. 51). 

Keyano College, in Fort MCMurray, was originally an Alberta 
Vocational Centre established in 1965 ("Its about time ... to start 
thinking about your future", 1980, p. 15). The college became a publicly 
administered college in 1978 (Department of Advanced Education and 


Manpower Annual Report 1978-79, p.- 51). 
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The public colleges "offer a wide variety of one-and two-year 
career-oriented programs and in some instances the first and second years 
of several university transfer programs" (Preitz, 1979, p. 6). 
The ten public colleges that are supported by the province through 


operating and capital grants offer programs of study that include: 


Adult Upgrading Academic 

High School Equivalent Pre-employment 
Technical Diploma 

Vocational Certificate 
Agriculture University Transfer 
Trade Short Courses 


Alberta Vocational Centres 

The four Alberta Vocational Centres located at Grouard, Edmonton, 
Calgary, and Lac La Biche "provide short, flexible programs of academic 
upgrading and para-professional and vocational training to adults wishing 
to improve their employment opportunities ("It's about time ... to start 
thinking about your future", 1980, p. 22). These centers, whose main 
objective is to provide educational opportunities to adult learners, are 
administered directly by the Department of Advanced Education and 
Manpower. 

The secondary schools are under the jurisdiction of the Department 
of Education. Curriculum development in secondary business education as 
stated in the Business Education Newsletter takes place as follows: 

The Curriculum Policies Board is responsible for formulating 

and recommending proposals from grades 1-12 curriculum to the 

Minister of Education for consideration in Alberta schools. 

The board also recommends which process should be used for 


developing curriculum. The Program Approvals Committee was 
established to streamline the program approvals procedure of 
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34 
the Curriculum Policies Board. The Committee will consist of 
the Director of Curriculum as chairperson, the chairperson of 
each curriculum coordinating committee and appointed member 
of the Curriculum Policies Board. At present, there are six- 
teen curriculum coordinating committees. One of these sixteen 
is the Business Education Curriculum Coordinating Committee. 
CVOlreeS , eNOsmi 2, L9C0, Dp. 1) 
Summary 
The colleges, institutes of technology, and Alberta Vocational 
Centres are under the jurisdiction of the Department of Advanced 
Education and Manpower. The post-secondary, non-university institutes 


are autonomous and each develops, evaluates and changes curriculum 


independently of the other. 
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THE PROVINCE OF ALBERTA 
POST-SECONDARY COLLEGES, INSTITUTES, AND ALBERTA VOCATIONAL CENTRES 


Colleges: 


FAIRIVIEW 
- Fairview College 


FORT McMURRAY 
- Keyano College 
GRANDE PRAIRIE 
- Grande Prairie Regional 
College 
EDMONTON 
- Grant MacEwan College 


RED DEER 
- Red Deer College 


OLDS 


Fort McMurray 


Fairview 
Grouard - Olds College 
Grande Prairie’ CALGARY 
- Mount Royal College 
PEOYDMINTST ERS Stee Paul , 


Vermilion, & Wainwright 
- Lakeland College 

MEDICINE HAT 

- Medicine Hat College 


LETHBRIDGE 
- Lethbridge College 


Lac La Biche 


St. Paul 


Sautelibeely Vermilion 


Red peer tloydminste 


Olds Wainwright 


Alberta Vocational Centres: 


GROUARD 

PA GZUASBICHE 
EDMONTON 
CALGARY 


Institutes of Technology: 


EDMONTON 
- Northern Alberta 
Institute of Technology 


CALGARY 
- Southern Alberta 
Institute of Technology 


Calgary 


Medicine Hat 


Lethbridge 


: 7 


i ~ a i a RIT 70: TOM al 


: > sawatatin APAaRIA OM ae '. seein vai 7 


- 


spetic? wetvils+ + | 
(nee TRO : 
- gh) et one Lue : . ; 


PLM ART WetARa 
Yeaoroe?! O(-fae9 Sbatis 
ape! fey. 
Lee 
upal fod tin aay wert ie - 


: Tah SRST 
apa! oc? ten onl She ~ 


epallo? scbisdiiel - 


4H arr>fbeaM. 


: NOTaGHaa 
es 13 PS) MITA = 
 '‘vpslondteT te sgur?Tseal 
bal RAQIAD 
| sS1adi aunetiyee — 
veatnniee? Fo stuipeent 
a ’ - 


as 


spb?iyiage] 
* 


36 


Curriculum Planning and Development 


To prepare a model to monitor the effectiveness of the secretarial 
science programs' curricula, it was necessary first to determine what the 
basic components of these curricula are and then to determine if there is 
a commonality among these components in the professional ie that 
has been written on curriculum theory, curriculum design, and curriculum 
development. 

The authors who have written on curriculum theory describe in their 
writings the basic components which belong in an effective curriculum 
plan or model. However, these authors in describing the basic components 
of a curriculum are not always consistent in the terminology that is used 
to describe the same component, nor are these components presented in the 
Same order, nor are the components given the same importance by each 
author. 

Kelly (1979) believes that the theory of curriculum and the planning 
and development of curriculum are two distinct areas for discussion. He 
goes on to state that while curriculum planning and development depend 
upon a thorough understanding of curriculum theory, curriculum planning 
and development is the practice of curriculum theory (p. 2). He further 
recognizes "that if educational change is to keep pace with and match 
changes in society, it must be deliberately managed rather than merely 
left to happen" (p. 2). "The educational system is a social institution 


which should be expected to change along with other such institutions" 
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Curriculum - Its Definition 

Just as curriculum has changed and evolved over the last forty years 
so has the definition of the term curriculum (Wiles & Bondi, 1979, pp. 
5-7). 

Smith, Stanley, and Shores (1957) define curriculum as "a sequence 
of potential experiences set up in the school for the purpose of disci- 
plining children and youth in group ways of thinking and acting" (p. 3). 
In the 1950's curriculum was seen as a means of socializing the children 
and youth of the day. 

Taba (1962) agreed with this definition of curriculum when she 
defined curriculum as "a way of preparing young people to participate as 
productive members of our culture" (p. 2). 

Saylor and Alexander (1966) moved the definition away from the 
socialization aspect to include the learning concept when they wrote 
"curriculum encompasses all learning opportunities provided by the 
school" (p. 15). Neagley (1967) supports their definition when he 
defined curriculum as "all the planned experiences provided by the school 
to assist pupils in attaining the designated learning outcomes to the 
bestece tieir dpility” (p. 2). 

Kelly (1979) takes the definition one step further when he includes 
in the definition of curriculum not only the planned curriculum but also 
the "hidden curriculum" as well (p. 4). He goes on to explain that the 
hidden curriculum is "those things students learn at school which were 
not included in the planning; for example, social roles, sex roles, atti- 


tudes, and values towards aspects of living" (p. 4). 
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Kelly (1979) in his discussion of the definition of curriculum 
explains that curriculum can mean the smallest segment of the curriculum 
--a subject area of study--to the total program of an educational 
institution. He concludes that today the term curriculum usually refers 
to the intentionally planned activities (pp. 3-4). 

Wiles and Bondi (1979) contend that today the focus in education "on 
accountability has pushed the definition towards an emphasis on results 
and ends" (p. 7). They quote a statement by Mauritz Johnson (1970-71, 
Deu2s) Pas tollows: 

Curriculum is concerned not with what students will do in 

the learning situation, but with what they will learn as 

a consequence of what they do. Curriculum is concerned 

with results (p. 7). 

It is evident from the above discussion that the term curriculum can 
cause much confusion among professionals as well as laymen when planning 
and developing curriculum plans. 

Components of a Curriculum Model 

The authors of curriculum theory have analyzed the planning of 
curriculum as a process starting from the general aims, purposes, or 
principles of education. The components that are a part of this process 
are defined in different steps to be followed in each plan or model. 

In discussing a curriculum plan, Taba (1962), a leading curriculum 
theorist, perceives seven essential elements that should be included in 
any curriculum plan which eHouid be followed by curriculum designers in a 
prescribed sequence in order to achieve an effective curriculum plan. 


According to Taba, the seven elements that should be followed are these: 
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Diagnosis of needs 

Formulation of objectives 

Selection of content 

Organization of content 

Selection of learning experiences 

Organization of learning experiences 

Determination of what to evaluate and of the ways and 
means of doing it (p. 12) 
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Taba's Model for Curriculum Design is shown on the next page. 
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A MODEL FOR CURRICULUM DESIGN 


Objectives to Be Achieved 


Determined by Analysis of: 


1. Culture and its needs 

2. The learner and learning 
processes, and principles 

3. Areas of human knowl- 
edge and their unique 
functions 

4. Democratic ideals. 


Classified by: 


1. Types of behavior 
2. Content areas ' education 
3. Areas of needs 2. School-wide ob- 
Etc, jectives 
3. Specific instruc- 
tional objectives 


Levels of: 


1. Over-all aims of 


Selecting Curriculum Experiences 


Learner 


Determined by what 
is known about: Dimensions of: 
Nature of knowledge 
Development Content school 
Learning Role of other edu- 
E 


Affected by: 


Resources of the 


earning experiences ‘cative agencies 


Possible Centers for Organizing Curriculum 


Determined by 
requirements of: 


Continuity of |<» 
learning 

Integration of 
learning 


Centers of organization: 


Affected by 
and affecting: 


Subjects The school organiza- 
Broad fields tion 

Areas of living Methods of using 
Needs, experiences staff 

Activities of children Methods of account- 
Focusing ideas ing for learning 
Etc. 


The Scheme of Scope and Sequence 


Determined by: 


Requirements of scope 
of learning 

Requirements of conti- 
nuity of learning 


taken from Taba, H. GUI62) 


Dimensions of: Affected by: 
Scope and sequence of Centers of organ- 

content izing curriculum 
Scope and sequence of 

mental operations 
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Wiles and Bondi (1979) believe that while Taba's list of seven major 
steps in curriculum development has been one of the best known in the 
field of curriculum development, modern lists of these steps see 
curriculum as a more comprehensive process (p. 35). They state, for 
example, Feyereisen's problem-solving action chain: 


1. Identification of the problem 

2. Diagnosis of the problem 

3. Search for alternative solutions 

4. Selection of the best solution 

5. Ratification of the solution by the organization 
6. Authorization of the solution 

7. Use of the solution on a trial basis 

8. Preparation for adoption of the solution 
9. Adoption of the solution 

10. Direction and guidance of staff 

11. Evaluation of effectiveness (p. 35). 


Saylor and Alexander (1966) state that curriculum planning is a com- 
plex undertaking and that the following basic assumptions are made about 
curriculum: 


1. Quality of the educational program has priority in 
American educational goals. 

2. The curriculum itself must be dynamic and ever chang- 
ing as new developments and needs in our society arise. 

3. The process of curriculum planning must be continuous. 

4. No master curriculum plan will serve all schools. 

5. Many individuals participate in curriculum planning. 

6. Procedures of curriculum planning vary from system 
to system, from school to school, and from classroom to 
classroom, but they are logical, consistent, and 
indentifiable in each situation (pp. 3-4). 
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Neagley and Evans (1967) explain that curriculum design is usually 


divided into three categories: 1. Subject-centered or discipline 


centered curriculum, 2. Child-centered curriculum, and 3. Community- 


centered curriculum. They further describe curriculum development as a 


process 


l. 
2. 
3. 
4. 
5. 
6. 


7e 
8. 


which encompasses the following procedures: 


organization of the curriculum committees; 

selection of objectives, aims, and goals of instruction 
the designation of appropriate content; 

the choosing of the best method of instruction; 

the selection of the evaluation procedures; 

the trial and evaluation of these materials, learn- 

in experiences, and methods; 

the development of appropriate guides, and 

the provision of procedures for continuous study, 
evaluation, and improvement of the curriculum (p.5) 


Saylor and Alexander (1966) describe in their model four essential 


elements in the Process of Curriculum Planning. This model is shown on 


the next page. 
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Curriculum 
Determinants 


Pupils; social 
values, structures, 
and demands; func= 
tions and aims of 
the schools; nature 
of knowledge; the 
process of learning 
— constitute the 
basic considerations 
which guide curric- 


ulum planners. Data 
about each of these 
determinants are 
related to issues in 
curriculum planning. 


guide 


A MODEL FOR THE PROCESS 


Curriculum 
Planners 


Professional educa- 
tors at various 
operational levels, 
supplemented by 
pupils and their 
parents and by out= 
side resources, and 
influenced by many 
forces, are respon= 
sible for planning 
the curriculum of 
elementary and 
secondary schools. 
The planners are 
organized in 
numerous types 

of curriculum 
planning groups to 
carry out this 
responsibility. 


who 
make 
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OF CURRICULUM PLANNING 


Curriculum 
Decisions 


Decisions are made 
by the curriculum 
planners as to 
characteristics of 

a good curriculum; 
organization and 
selection of curric= 
ulum content; and 
organization for 
instruction of 


groups and indi- 


viduals. Decisions 
are made at several 
levels—the state, 
the school system, 
the school, and the 


individual classroom. 


which 
result 
In 


Figure 1: A Model of the Process of Curriculum Planning 


taken from Saylor, 


Wis G. 


& Alexander, 


We M. 
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Curriculum 
Plans 


The plans for learn- 
ing opportunities 
provided by the 

school (the curriculum) 
include arrangements 
for the organization of 
the curriculum and 
instruction, for 
learning resources, 
and for specific 
learning experiences 
of particular groups 

of learners and 
individual learners. 
Some plans are 

written to serve as 
curriculum guides 

for teachers and 
others. 
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Summary. From the curriculum models presented, the five major 
components of a curriculum model and processes needed to establish these 
components can be summarized as follows: 

1. PHILOSOPHY - establishing of the philosophy, aims, goals and 
purposes of the program. | 

2. OBJECTIVES - setting program objectives. 

3. CONTENT - selecting and organizing content. 

4. TEACHING METHODOLOGIES AND EVALUATION - determining instruc- 
tional methodologies and the evaluation of instruction and learning. 

5. CURRICULUM MONITORING - establishing means to monitor continu- 
ously or to evaluate the program and/or the curriculum plan. 

Each of the above parts of the curriculum model involve an under- 
standing of the factors that influence the process of selection and 
evaluation as well as the influence each component has on the others. 

Major Components of a Curriculum Model and 
Factors which affect these Components 

The researcher felt that a closer examination of the first four 
Major components, as well as some of the factors which affect these 
components, would help to understand the process of the total curriculum 
model. The fifth component, "Curriculum Evaluation and Curriculum 
Monitoring," because of its importance to this study, will be reviewed in 
Chapter III. 

Saylor and Alexander (1966) discuss the factors that should be 


considered in formulating a curriculum plan. They show in their model, 
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45 
"Planning Curriculum Experiences," on the top half of the model the 
elements of a curriculum model and on the lower half the factors which 
affect the elements and must be taken into consideration when designing a 


curriculum plan. This model is shown on the next page. 
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PLANNING CURRICULUM EXPERIENCES 


eS 


The Basic Determinonts of the Curriculum 


The Philosophical and Psychologiccl Foundstions of the School 


Factors Influencing the Design of the Curriculum 


4 q Strategy for Teaching 
. The Curriculum 
. The octual experiences pro- 
.: vided pupils by the school 
f i for the realization of goals 
a. Methods of tecching 

| b. Units of work 
.s ~ c. Plans for developing experi- 
| ences 
ie Classroom program: courses and offerings 
} b. Extroclassroom activities 
| c. Services of the school 
ig Social life ond interpersonal relationships 
| Orgenization of the school 
| 


Decisions of U.S. Supreme Court 


f. Tradition 


a 

b. State lows g- Resources, facilities, and materials 
c. State Department of Education regulations h. Social pressures and expectations 
d 
e 


. Requirements of colleges and occupations i. Research ond experimentation 
. The nature cf the community and the neighborhood j. Proposals of leoders and scholars 


The aims of tne schoo!: chonges in behavior potential 
b. The functions of the school in democrotic America 
c. Principles of leaming 

d. Knowledge ond the disciplines: content to be transmitted 
Social conditions: the nature of the times 


Social values, ideals, ang beliefs to be +» b. Pupil copacities and potentialities to be 
perpetuated developed and needs, aspirations, and mo- 
tivations to be served 


| taken from Saylor, J. G. & Alexander, W. M. (1966), pp. 272-273. 
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Philosophy 

The purposes of an educational plan or program are usually stated in 
general statements called the philosophy which states the expected out- 
comes or the reasons for a eduational plan or program. The general 
philosophical statements are usually defined further in the general 
statements called goals or aims. All of the philosophical statements, 
general goals and aims combined make up the philosophy of an educational 
plan or program. 

The authors of curriculum theory believe that it is essential that 
philosophical statements about the general goals or purposes of a program 
be established first and agreed upon by the planners of a curriculum 
model. 

Wiles and Bondi (1979) believe that the philosophy of a program 
guides the action in the development of the program (p. 68). They 
believe that "educational philosophies serve numerous functions: to 
clarify objectives and activities in schools, to guide strategies for 
curriculum change, to suggest learning theories, and to define the roles 
of persons engaged in curriculum improvements" (p. 68). 

Taba (1962) describes educational philosophy as "the selection and 
interpretation of facts and ideas about the needs and beliefs about 
society and the individuals the program will serve. Educational philo- 
sophy is the synthesizing of all pertinent knowledge and ideas to deter- 
mine the chief ends and values of education" (pp. 194-195) 

Smith, Stanley and Shores (1947) write that "education refers to the 


entire social process by which individuals acquire the ways, beliefs and 
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48 
standards of society. Schooling is a specialized aspect of this social 
process" (p. 1). 

From the philosophical statements, the more general goals of edu- 
cation or a particular program are derived. These general goals are not 
concerned with a particular achievement within a set period of time 
(Wiles#& Boni7 197977 p. 228). 

Wiles and Bondi explain the difference among the terms philosophical 
statement, general goals, broad objectives and specific objectives as a 
heirarchy shown graphically as follows: 


PHILOSOPHY 


GOALS 


BROAD OBJECTIVES 


SPECIFIC OBJECTIVES (p. 230) 


Kelly supports this concept of a heirarchy when he wrote, "it is 
the rationale of the total curriculum that must have priority since it 
would seem that once that is established on a firm basis, the curriculum 
OLeindividual subjects should fall into place” (p. 3). 

Saylor and Alexander (1966) define the aims of the school as "the 
objectives the school proposes to achieve as outcomes of its educational 
activities. In curriculum planning, we consider objectives, goals, and 


aims to be synonymous" (p. 123). 
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Smith, Stanley and Shores (1957) stated that: 

The objectives of education are derived from the culture. 

Since the culture consists of ideals, ideas, methods of 

thinking, skills, attitudes, institutions, and other man- 

made aspects of environment, whatever ends the school 

attempts to achieve will be ends recognized as desirable 

in the cultural system to which the school belongs (p. 107). 

The beliefs, attitudes, and experiences of the curriculum planners 
will have the most direct impact on the establishment of the philosophy 
of an educational program as well as the general goals of that program. 
Those that are involved in curriculum planning and development have many 
factors to consider when designing an education program. Besides the 
social pressure of selecting what is culturally desirable, there are 
political pressures and financial restraints that planners have to take 
into account. Curriculum planners need to have a good understanding of 
what knowledge is, the theories of teaching and learning, the growth and 
needs of the student clientele, the role of other academic institutions 
and the role of the teacher (Kelly, 1979, p. 11). 

Saylor and Alexander (1966) delineate in their "Model for the 
Foundation of Aims of the School" some of the ideas and controls curri- 
culum planners must take into consideration when determining the general 


goals or aims for a school or program. 


Their model is shown on the next page. 
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A MODEL FOR THE FORMULATION OF AIMS FOR THE 


Society 
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Social demands 

Expectations 
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Agencies of social 
control 

Agencies for social 


development 
Accumulated body of 
knowledge 
Organized bodies of 
knowledge, with 
structures and gen- 
eralizations 
Social ideals 


Pupils 


Needs 
Values 
Drives 
Aspirations 
Self-concepts 
Capacities 
Potentialities 
Talents 

Motives 

Stock of previous 
learnings 


Figure 6: A Model for the Formulation of Aims for the School 


taken from Saylor, J. 
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School experience 
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SCHOOL 


Contrived to provide 
maximum growth and 
development of pupils 
in socially accepted 
and approved manner 


138. 
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Saylor and Alexander recognize the parameters that a curriculum 
planner works within when they wrote: 

The curriculum planner obviously recognizes that the social 

group has provided him with the bodies of knowledge, the 

principles, the structures of knowledge, and the generali- 

zations that he must use in educating children to live 

elfeccively in» that social group (p.) 139). 

Wiles and Bondi (1979) identify the sources for goals "as the 
society, the learner, and the organized knowledge" (p. 238). 

Objectives 

Wiles and Bondi (1979) believe that the next step in a cirriculum 
plan are "Specific behaviorally stated objectives which evolve from the 
goals and general objectives. Activities or strategies and means of 
evaluation are included in statements of behavioral objectives" (p. 229). 
The general goals of the program "must eventually be stated at the 
operational level as behavioral responses desired of the learner" 
(Saylor & Alexander, 1967, p. 139). 

A taxonomy such as Bloom's or an overall scheme for classifying and 
correlating objectives facilitates the planning, development and 
evaluation of units of instructions. Saylor and Alexander (1979) 
classify the behavioral objectives into three categories as follows: 

The cognitive domain. Outcomes that involve the acquisition 

of knowledge and the use of this knowledge in carrying out 

some intellectual task or solving a problem. 

The affective domain. Objectives that emphasize some aspect 

of feeling, emotional behavior, personal disposition, or 


acceptance or rejection. 


Psychomotor domain. Outcomes that constitute muscular or 
motor skill, manipulation, or neuromuscular coordination 
Dimes 9) 6 


ye a °) : » 
ont “gars pine nisiiw 2 tx i. 


twtade bie Jartip cehipygseg 4 Lhe bel <errus 2 

fd end eqwert? Se beg ons arte fet. 2vn1y 7 

: +,salenet ws hes | slete aanehp wre at:  eetig ibaa 
ws 43 areal > Cee soe al. apis ING ; 144] & 


167! 2} epee teicoad Jace « iano 


a7 (es” “als =>) garrsewlis us” t: ~2n rtd 7 o.§! ‘ties cae coll 
ft il iw + 4 i) ome Ji. 7 
Lo 
ation | 537 finghin fray? cue > (out 
~ e a X ” t 
od i watts were y 7 < > . 22 
a +0% * t im, i 9 ' * ~ ~~ 
° rf 3 J ery 1E25 - 
a - 2 > ‘ - > e 
38, a Uw. Fhe > Sieicyu J MENTE ; s 
n 
ts =e 4 . = = hee a fe. ‘ vs 
[ont se ° ulZ o = 1 Tat ri | 7 mh 4 
ef 338i iA a we 
ee 
bar age ~ yor 0G jis ‘ wet 51 ‘ ‘ool era a? Aa. 


» ; tS “2 oi! ay sis (aoe elt, Se Ty j eis] is ; ». os mire! a 5 
: —~ 


= 


PVE] i9fn welé (fink talvee -ToOrtIuTTeT: Yo oiiae 2 neem 
= Fe ™ > 
fauqiioqt a6 sa#<youpse® <r J gine Las leufed gle eben 
nolsi moe of) ovlerat @ samncchs nr ehaeey abe or. ; 
7 din a 
fg PAV TS ti? A! wen ‘| ; r ee. Bi: ak as 
Weldon & F190! 76" % =a) aetiee ee 
as 
. P , ’ »* 
roman (on Weseewne tecs 255 t= 3005 7, LADUE aitrged) ma 


pe 


yo, wwolélectni®. Penbavsq , corvctial) Inngboee reeee 
’ «! Phila LPererory 4 ai 


2 - atuoia regatta tet, tegootth — suid 
ne Ht aR Bo ito Des ray 
oe 7 


a pages ae ae 
. s ay | —_ _ . 


> 


signe 


52 
Cohen (1970) defines an objective as a "specific student action or 


Droducur or sstudentwaction" = (p.6). 


Kelly (1979), however, points out behavioral objectives and Bloom's 


taxonomy as being too rigid. He criticizes behavioral objectives for the 


following reasons: 


Firstly, it is unsatisfactory precisely because it is 
behavioral and, therefore, loses sight of the fact that 
educational objectives must of their very nature be 
concerned with much more complex forms of personal and 
mentality development (Hirst, 19757 p.015) 


Secondly, it is based on a misunderstanding of the relation- 
ship between objectives. 


Thirdly, it leads to a view of curriculum planning as a kind 
of engineering or computer programming which fails to under- 
stand how curriculum objectives come to be framed. 


Lastly, it operates at too general a level, assuming that 
curricula can be planned in a Utopia, carte blanche manner 
rather than recognizing that curriculum development must be 
seen aS a piecemeal activity taking place in specific contexts 
CHES tyme lO7 5) e (peso). 


Kelly (1979) goes on to suggest as one alternative to behavioral 
objectives, "expressive objectives," which he defines as follows: 

An expressive objective describes an educational encounter. 

It identifies a situation in which children are to work, a 

problem with which they are to cope, a task in which they are 

to engage; but it does not specify what from that encounter, 

Situation, problem, or task they are to learn. .. . An expressive 

objective is evocative rather than prescriptive (Eisner, 1969 

Kelly recognizes that for courses in the liberal arts, expressive 
objectives may serve as the most relevant type of educational objectives; 


however, he recognizes that in vocational training behavioral objectives 


may be best (p. 45). 
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Kelly believes that the most important consideration to keep in mind 
when defining objectives is that they are provisional and "subject to 
modification in the light of the continuous experience both of ourselves 
as teachers and of our pupils once a course or piece of work has got 
underway" (p. 40). 


Content 


As with the selection of a philosophy, general goals, and objec- 
tives, many factors enter into the decisions that are made about curricu- 
lum content. 

Kelly (1979) discusses the conflict that still exists between 
liberal and vocational forms of education. He defines liberal education 
as intrinsically worthwhile--having value in its own right. He further 
discusses the three factors as having the greatest influence on the 
selection of content as: the needs of society; the needs, interest, and 
experience of the pupil; and the nature of knowledge itself. In discuss- 
ing the needs of society and education as an acculturation process, he 
raises the concern of whether education should transmit culture or trans- 
form it (pp. 49-52). 

The subjectivity of society to rapid technological and moral change, 
prompted Kelly to proposes one alternative role of education might be as 
follows: 

A recognition of the rapidity of social change and of the need 

for people to be equipped to cope with it and even to exercise 

some degree of control over it suggests that schools should in any 

case go beyond the notion of initiation of pupils into the 

culture of the society, beyond socialization and acculturation, 

to the idea of preparing pupils for the fact of social change 


itself, to adapt to and to initiate changes in the norms and 
values of the community (p. 53). 
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He concludes that the content of the curriculum is purely subjective 
and that "the most that we can hope, therefore, is that the judgement is 
truly professional, in other words, that while being subjective it is 
also informed and firmly based on a full knowledge and understanding of 
the issues involved (p. 77). 

Smith, Stanley, and Shores (1957) discuss four procedures for the 
selection of content: judgemental, experimental, analytical and consen- 
sual. These authors discussed the disadvantages of each of these proce- 
dures as well. 

The judgemental procedures' success relies upon the curriculum plan- 
ners' interests, knowledge, and ideals (pp. 55-56). 

The experimental procedures follows the same general pattern as 
follows: 

i “a hypothesis, that is, an idea’ is’ “to “be tried out; 

2. control of the condition of the try-out; 

3. an objective account of the results; and 

4. checking the results against the hypothesis to find 

whether or not the hypothesis is true (p. 157). 

The analytical procedure is "an analysis of the things people do in 
order to discover the subject matter functioning in these activities" 

(p. 160). Other forms of the analytical procedures are activity (task) 
analysis, job analysis, or "analysis to determine the generally useful 
knowledge and skills" (p. 161). There are six techniques used in the 
analytical procedures: 1. interviewing, 2. working on the job, 

3. analysis of the job or activity by the worker, 4. questionnaire, 


5. documentary analysis, and 6. observing the performance of people 
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The consensual procedure is a procedure used to collect "peoples' 
Opinions about what they believe the curriculum should be" (p.- 166). The 
first step in this method is determining who are the "experts" whose 
Opinions will be sought after; the next step is determining how to 
collect these opinions; and the final step is the tabulation and 
interpretation of these opinions (p. 166). 

Teaching Methodologies and Evaluation 

After the philosophy, general goals, specific objectives, and con- 
tent of a program have been selected, the next step in a curriculum model 
is to determine the most effective means of transforming this content 
into meaningful learning experiences for the students. A thorough under- 
standing of the theories of learning, the students as learners, the role 
of the teacher, and the evaluation process, is a prerequisite to estab- 
lishing the teaching and learning methodologies of a program. 

The Theories of Learning. Wiles and Bondi (1979) state that "the 
learning theory and the learning approach selected by the planners are 
functions of the desired goals of growth" (p. 63). 

They summarize three approaches to learning which have elvolved as 
follows: 

1. Behavior approach is characterized by an external perspec- 

tive of the learning process, viewing learning as a product 

of teacher behavior. . . . Armed with terms such as conditioning 

(repetitive response), reinforcement (stengthening 

behavior through supportive action), extinction (withdrawing 

reinforcement), and transfer (connecting behavior with 


response), the behavioral learning theorist seeks to shape 
the student to a predetermined form. 
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2. Need-structure approach is concerned with the needs and 

drives of students and seeks to use such natural motivational 

energy to promote learning. ... Key terms used with the needs / 

drive approach are readiness, identification, imitation, and 
modelling. 

3. Environmental approach to learning is concerned with the 

restructuring of the learning enviornment or the students’ 

perceptions so that they may be free to develop. ... It 
acknowledges human diversity, believes in human potential, 

and promotes both uniqueness and creativity in individuals 

They further explain the implications of the selection of any one 
approach would have direct affect on the selection of "basic classroom 
design of learning spaces, choice of materials, and role of participants" 
(Ds) 04). 

Taba (1962) believes that "all theories of learning rest on a con- 
cept of man and behavior" (p. 79). 

Saylor and Alexander (1966) cluster the theories of learning as the 
Stimulus-Response Theories of Learning, Functional Theories of Learning, 
and the Cognitive Theories of Learning. The Stimulus-Response theory 
includes connectionism, conditioning, stimulus-response, and behaviorism. 
The Functional Theories represent a intermediate position between the 
other two groups and is based on the Stimulus-Response (S-R) factors but 
introduce other elements such as motivation, initial discovery, and prob- 
lem solving. Cognitive Theories include what are known as field, 
Gestalt, sign learning, cognitive, and classical Gestalt. This theory of 


learning depends on "the students' insight--his perception and analysis 


of the situation in terms of his own needs and motives" (196-203). 
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They conclude that no one theory of learning can be accepted with 
confidence, but that "the theories and experimental evidence give edu- 
cators the basis for proceeding" (p. 204). 

Wiles and Bondi explain that "strategies or methods of teaching 
include all those techniques, procedures, manipulations, and facilita- 
tions of content and learning environments that are performed by 
teachers" (pp. 168-169) 

The Student. Saylor and Alexander (19667) describe "factors in 
learning" and explain that behavior is the basis for all learning--"the 
pupil must respond if learning is to occur". The learner himself 
determines how he will behave in the given environmental situation" (p. 
205). They explain that the characteristics of the individual which 
influence his behavior, as: 

1. Heredity 

2. Age 

Se Cex 

4. Capactities and abilities 

5. The needs system 

6. The cognitive-attitudinal-value system 

7. Perception of the objective characteristics of the environ- 

ment 

8. Aspirations and concept of self in relation to the situation 

9. Drive state (p. 206) 

"Research over the past twenty years has shown consistently that 
individuals who feel capable, significant, successful, and worthy tend to 
have positive school experiences" (Wiles & Bondi, 1979, p. 258). 


The Teacher. The central role of the teacher in interpreting the 


objectives and content of the program as well as the establishment of the 
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58 
teaching methodologies must be clearly recognized by the curriculum 
planners if the program is to be successful (Kelly, 1979, pp. 18-20). 

Before the teacher can determine strategies for teaching, the char- 
acteristics of the learners, including physical and intellectual char- 
acteristics, age level, maturity, reading ability, I.0., and performance 
evaluations must be understood. "Other data including attitudes, 
learning styles, and cultural backgrounds provide valuable clues to 
teachers and other curriculum planners" (Wiles & Bondi, 1979, p. 169). 
Wiles and Bondi give further insight into the instructional process in 
their model, "Model of Instructional Process," which is shown on the next 


page. 


. - 
- ~~ 
- ’ . Te 
ape bbs 1) ? p ¢ 4 


; oa » 
: “ ote =f ) at) #4 . eo 
ofGQE=8L age eel Jia’) Jtsesoie a> fi 
sags et Aaddogs } Sol =e/porrite otiertistab nhs 
= , - * 


e teem fUOsshiedni me izv(@y palterton? (ciertaal £0 


ne | 


geteavGeSxoq fom 6096) yeti: \ 


ay gaul> sldevlTer ehiveyvqg ehadewpyad Cavite 


u 


teal” a ered iA iO. “ezaanaie muldartaco <atio eae @iaioees 


ee | Bit. 3 ae | S ae fasens asco i? Svan arch bne wilt ; 


bd — 
, f- T 7 7 ” % - 
1 com a Ts tw r = 4~ tittw - wrt fata e353 -—fiJ ie tate eho zie: 


A MODEL OF THE INSTRUCTIONAL PROCESS 


Bases of the Curriculum 


Society 
provide 
Knowledge Goals 1: 
The Nature of the Learner that result in 


a a 


Program Objectives ul 
that are translated at 
the classroom level into 


Behavioral Objectives tI 

a) Cognitive Domain 

b) Affective Domain 

c) Psychomotor Domain 
_ that are achieved through 

Instruction 
which includes 

a) Selection of Curriculum 
Experiences 

b) Organizing for Instruction 

c) Identifying Resources for 
Learning 

d) Selecting Approoriate 
Teaching Strategies 
ending with 

Evaluation 


Taken from Wiles, J. & Bondi, J. Jr. (1979), p- 170. 
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60 
"Curriculum planners must realize that the classroom teacher must 
ultimately carry out the instructional program and must have some flexi- 
bility in selecting curriculum experiences" (Wiles & Bondi 19797 
Denk ly). 

Kelly (1979) supports this statement when he writes: "Any model we 
adopt for curriculum planning must allow for the personal and profes- 
Sional autonomy of the teacher, especially in relation to the framing and 
modification of objectives (p. 35). He also cautions that this autonomy 
of the teacher may cause the results of the curriculum plan to differ 
from the expectations of the planners--"a gap between the official and 
actualecurrniculumt hp. 15) < 

Smith, Stanley and Shores (1957) identify four principles that they 
believe are the reasons that teachers are the keys to effective curri- 
culum development. They explain these principles as follows: 


1. The curriculum will improve only when the professional 
competence of teachers improves. 


2. The competence of teachers will be improved only as the 
teachers become involved personally in the problems of cur- 
riculum revision. 


3. If teachers share in shaping the goals to be attained, in 
selecting, defining, and solving the problems to be encountered, 
and in judging and evaluating the results, their involvement 
will be most nearly assured. 


4. As people meet in face-to-face groups, they will be able to 
understand one another better and to reach a consensus on basic 
principles, goals, and aims (p. 429). 


Evaluation Process. Saylor and Alexander (1966) list the following 


as reasons for evaluation: "to provide an overall view of the program, 
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61 
spot weaknesses, improve teaching, identify needed curriculum revisions, 
provide comparison with previous years" (p. 235). 

Taba (1962) recognizes that the function of evaluation is to deter- 
mine how well students have achieved the educational objectives of a pro- 
gram. The results of evaluation can be used to establish standards, 
determine strengths and weaknesses, and possible causes, and student 
placement (p. 232-234). 

There are two main categories into which all evaluation process 
fall: 1. formative evaluation--an assessment of progress toward an 
objective, and 2. summative--a final evaluation to determine if the goal 
has been reached (Kelly, 1979, p. 106). 

Some writers see formative evaluation as a feedback mechanism for 
both the teacher and the student. In addition, evaluation can provide 
feedback about the teaching-learning process itself as well as the 
resources--textbooks, audio visual aids, special equipment, classroom 
organization, and administration. 

Wiles and Bondi (1979) point out "there is little evidence that 
instructional materials are evaluated either before or after use in the 


classroom" (p. 281) 


Summary 

The authorities on curriculum planning and development have agreed 
that there are four major components in a curriculum plan: philosophy, 
program objectives, program content, and teaching methodologies and 


evaluation. In addition, there are many factors which have to be taken 
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62 
into consideration when designing and implementing a curriculum plan. 

A review of the calendars and course outlines of the institutes 
included in this study revealed that the four major components of a 
curriculum plan as identified above are included in the secretarial 
programs that are in place in the post-secondary, non-university 


institues in the Province of Alberta. 
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63 
The Influence of Technology and Society 


on the Office Environment 


The research completed would indicate that the main objective of the 
secretarial programs in the post-secondary, non-university institutes in 
the Province of Alberta is to prepare students to enter administrative 
service departments in business and industry and become productive 
workers in today's offices. Therefore, an understanding by business 
educators of the role of the office, the role of management, and the role 
of the secretary is essential for curriculum development. 

It is equally important for business educators to understand how 
these roles are being affected by the continuous technological advance- 
ments being made, and by social and economic changes taking place in 


business and society. 


Technological Advancements 

The office is the last frontier for incorporating the technological 
advancements that have been made in industry in the last two decades. 
Industry is much quicker in accepting these advancements because it 
immediately makes use of any technological innovations that will increase 
productivity, but the office has been content to use not only the same 
procedures of the past fifty years, but also much of the equipment that 
is used has changed little since it was first invented. For example, the 
manual typewriter, first invented in the late eighteen hundreds, evolved 
to the electric typewriter. This typewriter was then designed to be used 


with a revolving element as the typing mechanism, and, finally, in the 
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64 
last ten years the electric typewriter was designed with a correcting 
tape. Manual typewriters are still in use in a number of small offices 
and these typewriters can also be found in classrooms today in secondary 
schools where future stenographers and secretaries receive their train- 
ing. 

However, in the last ten years, not only have the larger business 
organizations been adopting new equipment, but they have incorporated 
new office procedures and organizational structures in their attempt to 
increase productivity. The rate of change taking place in the office is 
continuing to accelerate. Business educators find it difficulty to keep 
informed about the changes taking place in business offices as well as 
how these changes should become part of the curriculum content and the 
teaching strategies that might be used to teach that content so that it 
is relevant. 

In a special report by the "Financial Post," October, 1979, English 
described the technological revolution taking place in the office. In 
describing that office English said: 

The office of the future is here now. The only thing that 

stands in its way is people. Technologically we have every- 

thing we need to perform almost any conceivable business task, 

from computing to word processing to electronic mail and elec- 

tLonve Lunde transter si (peecsil)). 

English (1979) goes on to state in his report that "Resistance to 
change is, in short, emerging as the biggest social problem in auto- 
mating the office" (p. S1). 

Education can play a major role in helping to overcome the resis- 


tance to change by giving students an opportunity to become familiar 
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65 
with new technology and learn how to cope with the effects that techno- 
logical innovations will have on their working life. 

One of the most recent innovations in the office is the use of word 
processing equipment to increase productivity. Current periodicals 
report many success stories involving the use of word processing equip- 
ment and systems in the office. For example, an engineering firm 
reported "turnaround time increased phenomenally with the use of IBM's 
system 6" and that accuracy and quality of output also increased. The 
firm also experienced a cost reduction for projects. This firm previ- 
ously used IBM Mag Cards and has been innovative in the use of the mag 
card aS a means of communicating large amount of information between head 
office and its branches (Office Equipment and Methods, May, 1980, p. 

24). 

The new technology of word processing is only one part of the total 
technology that will be involved in automating the office. Wallace, in 
her article which was titled, "The automated office is not out to get 
you," points out that the basic purpose of the office is the processing 
of information and that has not changed. She states: 

Word processing has brought the entire office staff in touch 

with the advantages of automation and, more importantly 

still, it holds the promise of becoming the central mecha- 

nism for the fully inter-connect office of the future (The 

Secretary, March, 1980, p. 16). 

In the automated office of the future the input system will be 
through the use of automated dictation systems. Optical character 


readers will be used to turn every electric typewriter into an input 


terminal that a word processor will accept. High speed printers will be 
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66 
used as word processoring output systems that will employ daisy wheels, 
elements, jet-ink spray or lasers. 

Reprographics will include fully automatic copiers capable of col- 
lating, stapling, stacking and communicating directly with word process- 
ing equipment. 

The storage, retrieval and final disposition of information is 
receiving much attention today. Microfilm, microfiche, and computer out- 
put microfilm are receiving wider acceptance among the business community 
as a means of information storage and retrieval. In addition, computer 
use for information storage and retrieval is becoming more feasible as 
costs of computers continues to decline and microcomputers become more 
widely accepted. There is a need for compatibility between word process- 
ing equipment and data processing equipment that must be recognized and 
implemented by equipment designers. The distribution of information 
through electronic communication is receiving greater attention as the 
cost of mail increases and the need for faster communication is 
recognized. Word processors and computers are capable of transmitting 
information over long distances and costs for this service continue to 
decline. Wallace summarizes her concept of the office of the future as 
follows: 

Looking at today's automated office systems, many office 

workers of previous technological generations are astounded, 

and sometimes frightened, by the changes they see. The truth 

is that changes have just begun. Although the foundation for 

the office of the future is coming together, experts agree the 


real leap forward will occur when various office functions (and 
their equipment) are totally inter-related, communicating with 
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67 
each other accurately, sparingly, and rapidly. When that 

occurs, the result will be the true realization of the office 

as a place where information is gathered, processed, stored and 

distributed as a genuinely comprehensive function, and where 

office workers are far more free to perform their most effec- 

tive function: giving meaning to that information (p. 18). 

In the National Business Education Yearbook, No. 18 (1980) Iannizzi 
in an article, "Implications for Post-secondary Programs," expresses con- 
cern about the great acceleration in the rate of change taking place in 
the office. However, this author appears more optimistic than others 


when she wrote: 


The greatest advantage of such uncertainty is the opportunity 
it offers business educators at the post-secondary level to 
develop new concepts and make suggestions as to the directions 
in which future business education programs should proceed 

(Dem 2 


Tannizzi delineates six directions that post-secondary business edu- 
cation will take in the future in order to present students with the 
proper content to prepare for an office environment that includes 
equipment that is automated: 


- Career titles that reflect nonsexist, more diversified 
responsiblities. 


- Increased emphasis upon decision-making and analytical 
abilities, adaptability, communication abilities, and inter- 
personal relationships. 


- More extensive interrelationships among business, edu- 
cation, and community groups. 


- Offices that incorporate microfilm records, integrated 
data processing and word processing systems, computer con- 


ferencing, and electronic mail. 


- Administrative managers who are change agents; educators 
who are managers of learning resources. 


- A knowledge revolution in which "skilledge" (being fully 


rts : 2 oC . - aaa 


a 


ee ee eee - 
ecit8n. af? SO misetiian: “es ge SEN? 


ti beads <bosancety . be ratinp a pains cSeken ode 

grate tes , Donn ow .nedapenee Olshinesy 6 8. rate 

S500 Ferd 2ieth wict=oy of sett etn WU? PPA a) oe 
OP ag). DGitewpaiat Set OF pALanee oRtaE + pate ae 

> 


jetties) ‘Me () Gl «it Aretreat pokey sesece8 i marae a 


\ 


- 7 s 
“A595 @e46c079m. ~,4R0500°4 YarucocteJacg 3G. jel # igpee” @ 
fl y 
A’ woahy fA ioaecs I wer es aw folieria2s joo a 
aseden né@ olisicbiqrn Sto atemyge sonl ce sii .aeveowce 


vairiiiwogue Sip el. gst lear ea \ ASM “fe. afbete ‘as leuap a 
oe! Seek pubtanees + i2g 8s 44 F399 1 whe aan hae eee 2 
| eet Livers 2.72) aS Pe ee (Witt. sFe2 Pv; 220s or) 


fesanis Biiicot eejhoo! Ao-finpl@ eisti:end seems iow ok 


- Peis a) 
- “ 
-Sie- sebitrnl yuebooage-seay 241) sAoOlFyes (> x 26/430) Lad issionst — 
mo Svbw Deets Apedeyy Gc) pete. a, gies) ee, Tiare Shaw 
ogortfeyi. thal tueeneviegs Gort on 193d Sisge7g cd Feesaes- 

_ 
= a : 

iotangine Sh Sy 


Se lj Fareuib ine .deresaned Jeeltrr 2610 “es esac 


‘ ; ; ; | : 
“tt Asadseed, pres ji fsonelop iin Sylar, aie 
: a trite t 9 i.e | Ee 7 , $ hi 

7 : aod 


Roti 4abtcee? wlisotnin <a oon hala 
“ies — Rasa ye Silees-4= a 15) ; 


a2 Per en 


agai ein ain y i i oy nae 
. i a * ore 
“ii pute <i i 


1h, 
1-) ae : 2 ho 


- u - 


} - 08 a vies 
o Dress Ey one ae 


68 
versed in a particular area of application that includes a 
background of theory and principle from which to generate 
answers and, in addition, the pragmatic skills to put 


theoretical answers to work) is vital to success in busi- 
ness (p. 214). 


According to Iannizzi some of the competencies that will be needed 
by office employees of the future will be the ability to analyze data, to 
make decisions, to manage people, to compose reports and letters, to 
understand interpersonal relationships, to communicate--the ability sto 
read, to listen, to translate and to understand business terms and 
acronyms in addition to the ability to write and proofread 
(pp. 214-216). 

There is, in addition for the student to develop these new compe- 
tencies, the need for better cooperation between business educators and 
community groups to design curricula that are realistic. This coopera- 
tion is needed to facilitate more relevant business education outcomes 
and to bridge the gap between training received in school and the compe- 
tencies and levels that will be required by these students as employees 
in the world of business. A possible answer to more relevant educational 
outcomes in business education programs is for the educators who teach 
these programs to establish a more cooperative base of communication with 
their counterparts in the business community. 

The role of business educators will have to change drastically so 
that they become "managers of learning resources" and "engage in self- 
development programs to keep themselves up to date" (p. 219). In adapt- 
ing this role change these educators will have to become involved in such 


non-teaching activities as these: 
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69 
working in offices, visiting businesses, setting-up faculty/ 
business exchanges, participating in business oriented 
associations, reading business literature, and attending 
workshops and seminars conducted by business administrators 


or managers. Instructor should serve as models for their 
students as well (p. 219). 


However, not all technological advancements do get approval by busi- 
ness or education nor do they become a part of the business education 
curriculum even when research proves the advancements to be superior to 
what is presently being used. 

To illustrate the above concern, Neill (1980) reviews the invention 
of the typewriter keyboard that was developed by Dvorak which can be 
mastered by a learner in half the time that it would take a learner to 
master the Qwerty keyboard of a standard typewriter and also yields a 75% 
increase in productivity. The Qwerty keyboard was engineered to make 
typists slow down to prevent the keys from jamming. However, today the 
problem of jamming typewriter keys has been solved with the invention of 
the element typing mechanism. 

Some experimental work with the Dvorak keyboard has been carried 
out in junior high schools, business offices, and with handicapped 
people. The results of these experiments proved the superiority of the 
Dvorak keyboard over the Qwerty. However, the Dvorak keyboard, invented 
forty-eight years ago, remains virtually unknown (Kappan, June, 1980, 
pp. 671-673). 

Inventions in the future may also meet the same fate as the Dvorak 


keyboard. 
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One of the more recent technological innovations is voice process- 
ing. Although in its infancy, experts are predicting that: 

The real breakthough will be when voice can be effectively 

broken into digital signals--the language of electronic 

machines--so it can be used as the direct form of communi- 

cations with machines, and can be stored and processed with 

electronic communications (Office Equipment and Methods, September, 

HOSO, ps3s7). 

Social and Economic Pressures 

There are many social and economic changes taking place that are now 
or will be affecting the curriculum of business education and the role of 
business educators. Educational accountability is a reality in the edu- 
cation sector. 

Wood in a chapter, "Curriculum Challenges of Secondary Business 
Education," feels that the California example of educational accounta- 
bility and the involvement of the public in setting competencies that 
must be achieved by high school students before being allowed to graduate 
will have a positive affect on business education (National Business 
Education Association Yearbook, No. 18, 1980, pp. 200-211). Wood, in 
this chapter, discusses three main concepts that will have an impact on 
the business education curriculum. In the California study, 59 out of 72 
proficiences on which students will be tested prior to graduation are 
integral parts of the curriculum of business education. Firstly, the 
public sees the majority of the "survival skills" directly related to 
business education. Secondly, business education should be able to raise 


standards as accountability spreads into all levels of the school system 


and students will have stronger backgrounds in the basic skills of 
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71 
reading, writing, and arithmetic. Thirdly, a competency based model of 
instruction and as well as flexible instruction will challenge students 
to higher motivation. Wood (1980) concludes with this statement: 

The greatest impact on our curriculum will not be from tech- 

nological change, although there will be an unending chain 

of modifications to office equipment and work systems. The 

major change will come from social, political, and economic 

forces. Educators can expect to be held accountable for 

students' learning. We will be called upon to modify our 

instructional systems to match the needs of individual 

students. We are not just entering an exciting, challenging 

time of change in our field; we have been in it for years. 

All of us must be students of change in order to be teachers 

of business education. The watchwords in our work must be 

alertness, optimism, open-mindedness, and adaptability 

(Dem ie 

There is, however, not only the need for accountability in the edu- 
cational systems, but also pressure for more accountability in the 
business offices. The accountability in the office is in the form of 
greater productivity for both managers and support staff, 1.e. secre- 
taries. 

Bruno (1980) in a chapter of the 18th Yearbook which is entitled, 
"Constraints Affecting the Business Office," points out that: "The 
office has been slow to automate. In comparison to agriculture and in- 
dustry, the prime users of automated techniques, business administration 
lags far behind in capital expenditures for equipment" (National Business 
Education Yearbook, No. 18, 1980, p.24). This author identifies the 
major constraint to development in the office as fear, but points out the 


following four factors as currently having the greatest impact on the 


world of business in the near future: 
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1. Business has a need to handle more information each 
day. 


2. Clerical employees, and often the executive they sup- 

port, are not as productive as they need to be to handle the 

increasing amount of necessary business information. 

3. Employees are becoming disenchanted with clerical and 

secretarial positions and are looking for more satisfaction 

and opportunity to grow in their jobs. 

4. Top management historically has viewed administration as 

a support function for sales, production, and finance. As 

such administration evolved as a "cost of doing business" 

often thought of as a necessary evil (p. 22). 

Some attempt is being made to measure productivity in word process- 
ing centers; however authorities consider this type of activity to be 
non-productive because the results may be distored and not provide useful 
feedback, or the fear or resentment toward measurement activities may 
have negative effects on worker productivity. The objectives of measure- 
ment, what needs to be measured, and how measurement will be made, are 
all questions that firms using word processing have to ask (The Office, 
February, 1980, pp. 24-32). 

There is a growing need in business to evaluate performance not 
only in the word processing department but also in other departments as 
well if improvement is to be shown in the bottom line. 

It is estimated that, two-thirds of today's labor costs rep- 

resent top managers, middle managers, technical and pro- 

fessional staff, and other administrators. By measuring and 

improving productivity in the most expensive segment of the 

work force, organizations hope to dramatically improve the 

bottom line (Administrative Management, May 1980, p. 26-27). 


The changing role of women is having a direct affect on the number 


of potential secretarial students available for training as well as the 
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number of women who leave the secretarial field. More job opportunities 
with higher status and higher pay in other economic sectors, are now 
becoming available to women. Because of the shortage of well qualified 
secretaries, more companies are giving incentives to secretaries by 
offering career paths that eventually lead into management positions that 
offer higher salaries. Promotional opportunities and higher salaries are 
also being demanded by some women as a result of women's liberation move- 
ments and equal opportunity legislation. Unger (1980) reports that the 
United States Labor Department in its manpower projections predicts 
that: 

The number of openings in the secretarial field will con- 

tinue growing rapidly in the 1980's with 295,000 new posi- 

tions expected each year through 1985. That makes secre- 

tarial work the field with the most opportunities among the 

299 job classifications which the Bureau surveys. Only by 

upgrading titles and salaries will U. S. industry begin to 

fill its need for secretaries (Canadian Secretary, March, 

WHeielin Berg (GQ 

Management is concerned with employees comfort and job satisfaction 
as a means of increasing worker productivity. Research has been con- 
ducted to determine the effect that the office environment will have on 
worker productivity. Physical features such as lighting; temperature, 
equipment; furniture, especially chairs; space; decoration and color all 
have been considered to try to determine the effect each one has on 


employee productivity in the office (Office Equipment & Methods, May, 
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In the National Business Education Yearbook, No. 17, in a chapter 


entited, "Technological Utilization in Business Education", Nemesh 


summarizes the chapter as follows: 


Educators have begun to recognize the necessity to initiate 
programs that provide students with an active and realistic 
view of the world of work that includes social and technological 
problems. These programs would simulate problem-solving activities 
conducted in the world of work and society, with the business 
educator providing the means (the learning enviorment) and the 
students finding the ends (solutions). As part of the total 
educational system, business education will be responsible for 
helping to meet the needs brought about by technological change 
and progress and the changing meaning of work in our future 
society. Therefore, these factors will shape business edu- 
cation internally by affecting the curriculum and course 

content of business education in the future (pp. 178-179). 


Summary 


The technological advancements and the organizational changes that 


will be necessary to incorporate the new technology in the business 


office will have an affect on the content and teaching methodogy of the 


secretarial programs curricula. 


New skills will be needed by secretaries in order that effective 
can be made of the technological advancements being put into place in 
office of today and the future. Vendors, in-house training programs, 


post-secondary institutes will need to provide training opportunities 


these new skills to be learned by students and members of the work 


force. 
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CHAPTER III 


CURRICULUM AND PROGRAM EVALUATION 


Introduction 

In Chapter II, part two, the literature on curriculum planning and 
development was reviewed. In that chapter, from the literature that was 
reviewed, it was determined that the authorities on curriculum theory 
agree that there are four basic components that comprise a curriculum 
model--philosophy, objectives, content, and teaching methodologies and 
evaluation. Some of the authorities, Taba (1962), Wiles and Bondi 
(1979), and Neagley and Evans (1967), believe that the evaluation of a 
curriculum model or plan should also be a main component of any cur- 
riculum model. 

The writers on educational evaluation include program monitoring as 
one model for educational evaluation. Curriculum and program evaluation 
as well as program monitoring may be considered as part of the total con- 
cept of educational accountability. To gain a better understanding of 
curriculum and program evaluation, program monitoring, and educational 
accountability as well as the relationship that each of these terms has 
to the other, a review of the literature was made and is presented in the 


following sections. 


Educational Evaluation 
The evaluation of any part of an educational program or an educa- 


tional institution can be considered "educational evaluation." 
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Wiles and Bondi (1979) explain that there are many facets of the 
school program that can be evaluated. "Common targets of the evaluation 
process are the appraisal of student outcomes, determining the values of 
the curriculum, and the assessment of administrative and management 
practices" (p. 176). Regardless of whether the entire program or some 
segmments of a program are evaluated, the general purpose of educational 
evaluation is to improve the educational process. The evaluation process 
may be summative--to make a judgement to discontinue a certain aspect of 
the educational program--or it may be formative--to attempt to improve 
the educational process. The evaluation judgment is usually based on 
some type of evidence such as: educational research which is being used 
to provide some evidence for making evaluation judgments. 

Wiles and Bondi's model shown below gives a comprehensive evaluation 


program of the school (p. 179) 


COMPREHENSIVE SCHOOL EVALUATION 


Student 
Performance 
Staff Teacher 
Development | Effectiveness 
Parent and COMPREHENSIVE . 
Community SCHOOL ass ha 
Feedback EVALUATION AT 
Policies and | Resource 
Regulations Facilities Utilization 
Usage 


taken from Wiles and Bondi (1979), p. 179. 
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The purpose of any evaluation process would have to be clearly 
stated prior to the evaluation taking place. Because the components of 
a curriculum model are continuously interacting with one another, it 
must also be recognized that evaluation of any one component of the model 
would produce a ripple effect on the remaining components of the curricu- 
lum model. 

Wiles and Bondi go on to explain that regardless of the evaluation 
process selected to evaluate a curriculum model, it can be thought of as 
a "problem-identification/problem-solving mechanism" (p. 181). 

These authors see the purpose of an evaluation as helping schools to 
clarify goals, to provide evidence of the attainment of goals or goal 
discrepancies, and to provide suggestions for correcting these discre- 
pancies. In their paradigm on focusing evaluation which is shown below, 
they go on to explain this concept of evaluation as a problem solving 


mechanism (p. 182). 


Goals of Schoo, 


Corrections . Objectives Derived 
Made 
Discrepancies Program Designed 
Identified 


Periodic Analysis Evidences Gathered 


—— 


taken from Wiles and Bondi (1979), (p. 182) 
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Lewy (1977) gives support to the work on curriculum evaluation 
offered by Wiles and Bondi when he wrote: "essentially evaluation is 
concerned with the efficiency of a program as a whole. Thus, the basic 
concern of evaluation is the success of the entire program including all 
LtEsscomponents! .(p...23).. 

Wiles and Bondi (1979) suggest that curriculum specialists will 
establish evaluation programs and initiate research in order to acquire 
information needed to make curriculum decisions (p. 179). They suggest 
for evaluation such areas as: "student performance, staff development 
patterns, parent-community feedback, policies and regulations, utiliza- 
tion of facilities and resources, design of specific programs, effective- 
ness of instruction, and administration procedures" (p. 179). 

Stakes (1967) in his article, "Toward a Technology for the 
Evaluation of Educational Programs," defines educational evaluation as 
"expository: to acquaint the audience with the workings of certain 
educators and their learners. It reveals perceptions and judgments that 
OLeLerentiagrOupsaand wandividuals hold" (Tyler, et al., 1967, p. 5). 
Stake took the position that objective descriptions and personal 
judgements become an integrated part of curriculum evaluation in order 
for these efforts to lead to better decision making. On this particular 
issue Stake wrote the following: 

Curriculum evaluation requires collecting, processing, and inter- 

pretation of data pertaining to an educational program. For a 

complete evaluation, two main kinds of data are collected: 

(1) objective descriptions of goals, environments, personnel, 

methods, and content, and outcomes; and (2) personal judgments 

as to the quality and appropriateness of those goals, environ- 

ments, etc. The curriculum evaluators has such diverse tasks 


as weighing the outcomes of a training institute against pre- 
viously stated objectives, comparing the costs of two courses 
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of study, collecting judgements of the social worth of a certain 
goal, and determining the skill or sophistication needed for 
students commencing a certain scholastic experience. These 
evaluation efforts should lead to better decision making: 
to better development, better selection, and better use of 
curricula (p. 5). (Italics in origial) 

Scriven (1970) in an article, "The Methodology of Evaluation," that 
appeared in Perspectives of Curriculum Evaluation distinguishes between 
the role and the goal of evaluation when he writes that "at the methodo- 
logical level, we may talk of the goals of evaluation; in a particular 
sociological or pedagogical context we may further distinguish several 
possible roles of evaluation" (Tyler, et al., 1967, p. 40). According to 
Scriven the roles of evaluation are usually divided into two categories: 
summative and formative. 

Lewy (1977) states that evaluation is used by the curriculum evalu- 
ator to answer a variety of questions. The criteria used by these 
individuals in evaluating programs are desired outcomes, the processes 
generated by using or learning the programs, and the fit of the program 


to a certain standard (pp. 24-25). To explain the collection of these 


three types of data, Lewy wrote: 


Judgement 


At various stages in the program's development, selected 
experts from different fields are asked to assess its merits 
and shortcomings either as a whole or with respect to its 
various aggregated parts. In addition, sometimes the 
consumers or would-be consumers of the program, such as 
students, parents, teachers, or community representatives, 
are asked to give their opinion of a program. 


Process Observation 

One of the most powerful ways to identify the merits or 
shortcomings of a program is through observation. . . . Thus 
observation may yield a detailed record about the student's 


ability to perform complex cognitive and psychomotor skills. 
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The student's product most commonly used for evaluation 

purposes is a set of cognitive or affective responses to a given 
stimulus. Questions that adequately represent a well-defined 
domaine of skills are useful for determining whether students 
have acquired competency in a given task (pp. 26-27). (Italics in 
original) 


Wiles and Bondi (1979) view curriculum evaluation as curriculum 
development and explain this concept further. 


Curriculum development is the advocating of change, the moving 
from the present condition to a more desirable one. Such a 
posture accepts change as a given, and treats curriculum 
improvement as a dynamic activity. The question is not whether 
change is desirable, but rather the type of change desired. 
Thus, curriculum development is seen as a process; a continuum 
of events (p- 32). 


Kelly (1979) also believes that curriculum development should be an 
evolution rather than a revolution. 


The continuous interactions of all the elements involved 

in curriculum planning was important and had to be allowed for 
by the adoption of a model that was at the very least cyclical, 
resulting in modification of our objectives in the light of the 
evaluations made, or, preferrably, one that allowed for constant 
modification of objectives in the light of continuous evaluation 
(p.- 34). 
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Educational Accountability 

An increase in public awareness as to the effectiveness of educa- 
tional programs has led to what some authors describe as the "accounta- 
bility movement" in education. This has resulted in attempting to hold 
those individuals or institutions responsible for the whole or any parti- 
cular part of the educational system, accountable. However, as Gephart 
and Mecklenburger (1975) point out in their introduction in the book 
entitled Accountablity, A State, A Process, or A Product? several ques- 
tions have to be answered before accountability can be applied to educa- 
tional programs and to the people involved in teaching or administrating 
these programs. Some of the questions are: "to whom is accountability 
directed? what is the object of accountability? how are we to attain 
accountability? and why are we seeking accountability?" (Thirteenth Phi 
Delta Kappa Symposium on Educational Research, 1975, p. xii). 

The purpose of accountability is an attempt to introduce greater 
efficiency and increase productivity into the educational system. The 
rising costs of educational programs has increased the demand for greater 
productivity, and thus, for accountability. 

Gephart (1975) in an article, "Wrap-Up," in Accountability, a State, 
A Process, or a Product? describes accountability as "a varying state of 
being for either an institute or an individual, as a process for affect- 
ing that state of being or as a product" (p. 59). Accountability empha- 
sizes the need for public awareness of educational activities, the need 


to negotiate the ends and means, and the need to assess the outcomes. 
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"Educators are being asked to design and implement systems of operation 
through which accountability may be accomplished" (p. 59). Gephart 
further states that "community participation in goal identification and 
prioritizing is the hallmark of the accountability movement" (p. 60). 

Gephart describes accountability from a systems analysis viewpoint 
as "an accountability subsystem, a part of the overall education system 
dedicated to determination of goals, the degree to which they are accom- 
plished, and the procedures for decreasing discrepancies among the 
desired and actual accomplishments" (p. 61). To achieve accountability 
in education "requires the design and implementation of systems for the 
generation of information, systems for planning, systems for management 
and control, and systems for communication" (p. 75). 

Striving to achieve accountability will lead to more efficient and 
effective educational programs (p. 61). 

However, while educational accountability can be seen as morally 
desirable, education is only one part of society, and accountability 
"cannot occur in education alone; it must occur in government, in recrea- 
tion, in industry and all facets of society" (p. 67). 

Sciara (1972) believes that "accountability is a privilege not a 
burden" and that accountability can give direction and calls for the best 
in educators (p. 197). He further believes: "l. accountability aims at 
what comes out, 2. requires measurement, 3. assumes and shifts 
responsibility, 4. links teacher-student performance, and 5. permeates 
the college community, Board of Trustees, president, administrators, and 


teachers (p. 197)". 
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Alkin (1975) in his article, "The Design and Implementation of 
Accountability Systems" in Accountability, A State, A Process, or A 
Product? defines accountability as: 

(1) a negotiated relationship, (2) designed to produce 

increased productivity, (3) in which the participants agree 

in advance to accept specified rewards and costs, (4) on the 

basis of evaluation findings on the attainment of specified 

goals (Thirteenth Phi Delta Kappa Symposium on Educational 

Research, 1975, p. 23) (Italies in original) 

Alkin described the three types of accountability as goal accounta- 
bility, program accountability and outcome accountability and constructed, 
a chart to show the relationship of each type of accountability to the 
following dimensions: who is accountable, to whom for what, procedures 


for attaining accountability, and the techniques for assessing accounta- 


bility. This chart is reproduced on the following page. 
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85 
Johnson and Grafsky (1973) describe an accountability plan as a 
gradual evolutionary process that achieves the ability to demonstrate 
cost effectiveness (pp. 3-8) They explain the aims of a proposed 
accountability system for a class, a school or college, or a school 


system as follows: 


1. Focus the attention of counselors, teachers, and adminis- 
trators on helping each student choose courses which interest him 
and which are appropriate for him, and then focus all educators' 
attention on helping each student to progress toward completing 
the objectives of each course in which he is enrolled. 


2. Focus the attention of teachers and administrators on increas- 
ing the efficiency of the educational process (more output for 
fewer dollars) without losing sight of the philosophy, goals, 

and objectives of the institution. 


3. Involve every professional person in the educational enter- 
prize in objective setting for his own share of the output and in 
reporting on how these objectives were accomplished. 


4. Establish institutional objectives as the sum total of the 
individual objectives of each professional person. 


5. Focus attention of the public and educators on the instruc- 
tional output of a school rather than on factors of input, such 
as pupil-teacher ratio and cost per average daily attendance. 


6. Provide useful data to help make management decisions regard- 
ing the best teaching strategy to use and the best administrative 
decisions to make regarding utilization of scarce resources. 


7. Allow for the setting of measurable objectives for functions 
of the educational enterprise other than student instruction; 
ieee, community service for which an adminstrator is responsbile. 


8. Make it possible to allow for differences in input factors 
so that the teacher in a relatively difficult teaching situation 
can have these difficulties recognized and compensated for in 
terms of output expectations. 
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9. Provide appropriate output data which is sufficiently objective 
to promote credibility even though it is partially based 

on the best judgment of educators and on the report of an inde- 
pendent educational auditor. 


10. Encourage the teacher and administrator to cooperatively 
plan the utilization of a variety of teaching strategies and 

to evaluate each stategy so that those that help each student 
accomplish the greatest number of objectives can be utilized. 


11. Put an estimated price tag on the reduction of significant 
constraints and permit schools to thereby justify their requests 
for additional funds in order to assist more students to meet 
more objectives. 

12. Help the teacher build usable data on the qualifications 
students need in order to succeed in each course and encourage 

the establishment of realistic prerequisites. 

13. Build a data bank of information about successful and 
unsuccessful teaching strategies tried under differing conditions. 
This information can be used to reduce the chances of repeating 


the same unsuccessful teaching strategies. 


14. Coordinate with and supplement the faculty evaluation pro- 
cedure. 


15. Add to the job satisfaction of professional employees by 
establishing appropriate objectives for their work and then to 
accomplish these objectives with deserved recognition for a job 

well done (pp. 7-8). 

These authors explain the main components of an accountability 
system as input and output factors. They state that a system of 
accountability needs first the establishment of a statement of 
philosophy, goals, and objectives. Course objectives must be verified 
and measurable if course objectives are to be used as the "prime basis 
for the measurable output for a system of accountability" (p. 3). They 
describe verified objectives as "course objectives which have been 


approved by an advisory committee, a group of teachers of the same 


subject, or by a recognized authority" (p.- 3). They also recognize the 
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need to have well identified students, i.e. the student's previous 
achievements, and an understanding of the student's learning strengths 
(pp. 4-5). Obstacles to the learning process--"factors known about the 
school, course, group of students; and the community which are likely to 
be obstacles to the learning process" have to be taken into consideration 
when measuring the outputs (p. 5). 

They describe the input factors as: "number of students enrolled, 
number of students being taught by each teacher, cost per average daily 
attendance per year" (p. 30). When describing what should be measured as 
output factors, these authors wrote: "Half the output measures are based 
on what the teacher states the student must learn to complete the 
course"--measurable objectives, minimum standards (p. 31). The other 
half of the output measurement is related to statistical analysis of how 
many students completed the course, the number who secured employment in 
the same or related field of study as the course, and follow-up studies 
to the employers relating to performance on the job (p. 31). These 
authors advise to "select output measures which are as precise and as 
defensible as practical taking into consideration available time, money, 
and faculty and staff goodwill which can be invested in developing an 
accountability system" (p. 35). These authors support Gephart's descrip- 
tion of accountability when they write that the basic purpose of account- 
ability "is to provide the teachers, administrators, and trustees with 
data which they can use to determine how correct their past decisions 
were and what their future decisions should be regarding these educa- 


tional programs" (p. 35). 
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Stufflebeam in an article, "The Relevance of the CIPP Evaluation 
Model for Educational Accountability," defines evaluation as: 

First, evaluation is a systematic, continuing process; 

second, the evaluation process includes three basic 

steps: the delineating of questions to be answered 

and information to be obtained, the obtaining of 

relevant information, and the providing of information 

to decision makers for their use to make decisions and 

thereby to improve ongoing programs; and, third, evalu- 

ation serves decision making (Journal of Research and 

Development in Education, By Ep MON yep UN 

He goes on to define accountability as "the ability to account for 
past actions in relationship to the decisions which precipitated the 
actions, the wisdon of those decisions, the extent to which they were 
adequately and efficiently implemented, and the value of their effects" 
(Dp. 20) 

He combines the CIPP Model in the following diagram to show that 
accountability can be achieved by the use of the CIPP Evaluation Model 


EVALUATION TYPES 


CONTEXT INPUT PROCESS PRODUCT 


DECISION MAKING [Pbjectives Solution Implementa- ermination, 
tion ontinuation, 

U modification, 

S or installa- 

E 

S 

ACCOUNTABILITY pbjectives & actual pro- {attainments 


bases for and recycling 
their choice i decisions 


their choice 


Taken from "The Relevance of the CIPP Evaluation Model for Educational 


Accountability" (p. 21). 
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Stufflebeam states that both internal evaluation which provides 
basic data for accountability and external evaluation which attest to the 
adequacy of the internal evaluation data are needed in an accountability 


model (p. 23). 


Pino (1975) in his article, "An Operational Accountability Model," 


agrees with Gephart when he defines accountability as: 


A partnership in stewardship of interested parties, the 
purpose of which is to provide a systematic means to assure 
expected ends. 


In line with the above, the management of the system was 
charged with the responsibility of developing the capability 
Oris 


Accounting for past action in relation to the goals from 


which the program components evolved; 


Evaluating the wisdom of those decisions and the value of the 
energy expended; and 


Determining the extent to which the program goals were actually, 
adequatel , and efficiently implemented (Thirteenth Phi Delta 

Kappa Symposium on Educational Research, 1975, pp. 11,12). (Italics 
in original) 


Pino shows accountability as part of the total system in his model 


shown below: 


Performance | Program | Program 
Objectives Planning Implementation 
(management and 
and instructiona!) | Development 


rogram 
Evaluation 


taken from Thirteen Phi Delta Kappa Symposium on Educational Research, 
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90 
Programs Initiated to Achieve Accountability 

As educators have become more aware of the concerns over educational 
accountability, new teaching methodologies and new programs have been 
created in an attempt to be more accountable for educational decisions. 

Wiles and Bondi (1979) state that: "Compentency-based education is 
a product of the accountability movement" (p. 290). They believe that 
"the accountability movement of the late 1970's has resulted in a number 
of state legislatures passing laws establishing minimum competency 
requirements for promotion or graduation" (p. 237). The terms "coping 
skills," “survival skills," and "adult literacy," are finding a place in 
laws and in the literature (p. 237). 

Competency-based educational programs have received acceptance into 
many schools and colleges and especially into vocational educational 
programs. 

Spady (1978) in his article, "The Competency Crisis and the High 
School Diploma," reports that: "through April, 1978, at least 
thirty-three states had adopted some kind of policy or legislative action 
requiring that students do more than pass a sufficient number of courses 
as a condition for receiving a diploma" (New Directions for Education and 
WOLK, 61976 ,aD +35) 

Wiles and Bondi (1979) report that school accreditation visits at 
regular intervals of five to ten years are used to assess schools 
according to a set of standards. School surveys are being used to evalu- 
ate specific areas within a program (p. 180). 

Not only are programs or parts of programs being evaluated, but also 


entire institutes are being evaluated. Konrad (1979) in his article, 
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"Institutional Renewal" defines the concept of institutional renewal as 


follows: 


Institutional renewal is defined as a process whereby an 
institution ascertains its current, condition, identifies 

the discrepancies between what is and what ought to be, and 
directs its activities towards the achievement of its desired 
state. . . . Institutional renewal is an on going process 
consistent with the notion of planned change (Journal of 
Canadian Community Colleges, 3, 3, 1979, p. 3). (Italics in 
original) - 


Program Monitoring 

Monitoring is one system or procedure for evaluating educational 
programs and, therefore, a system to achieve educational accountability. 

The authors who write about the need for monitoring are more con- 
cerned with the idea of an on-going type of evaluation process, rather 
than a one-time evaluation procedure. In monitoring there is a change 
over time, an evolution rather than a revolution. It is a mechanism for 
showing how the program has evolved and for showing how the program plans 
to evolve over a given period of time. 

Kelly (1979) describes monitoring as a means of achieving accounta- 
bility. Monitoring is taking the responsibility for determining the 
efficiency and effectiveness of educational change (p. 104). 

"Program Monitoring in Higher Education," is the title of an article 
written by Fincher (1978) who points out that the emphasis today is on 
monitoring program effectiveness and its potential for meeting and serv- 
ing client needs (New Directions for Program Evaluation, 3, 1978, 

Den Os lic 
Fincher believes that "it is expected that some continuing mechanism 


will result whereby the process will not begin anew the next time 
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accreditation comes around. In reality, unfortunately, it seldom happens 
that way" (p. 65). 

In the area of curriculum monitoring, he writes: 

Conflicting course objectives and great variation in subject- 
matter content in classes, courses, and programs, are also 
SUbJeECES Of criticism, but it is a rare faculty that does not 


show great reluctance or inertia in matters of curricula 
reform (p. 6/7). 


The authors on monitoring are supporting the procedures and beliefs 
of the authors who wrote on accountability: Gephart (1975), Sciara 
(1972), and Pino (1975). The additional idea that the authors on 
monitoring add to the ideas of accountability is the time factor or the 
scheduling of a continuous evaluation process. A monitoring model is a 
model for implementing a continuous evaluation system. A monitoring 
model could be applied to a total educational institute, a program, or 
any part of a program. 

Summary 

The authors on educational evaluation or educational accountability 
approach the subject from different points of view. However, there is 
agreement that there is a need for planned and managed change in 
educational programs and in educational institutions. 

The changes that will and must take place in a program curricula 
must be researched, planned, managed, and evaluated. A program or a 
mechanism for this type of complete program curricula evaluation needs to 
be a continuous, on-going process. This type of program would be a 


monitoring model. 
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A monitoring or an evaluation model for a total educational program 
or any part of that program is seen by the authorities as a process. A 
monitoring or an evaluation model is a process used to solve problems or 
to make educational decisions. 

The main components of a monitoring or an evaluation model are: 

PURPOSE SELECTION - the identification of what needs to be 
evaluated, for what purpose, how the evaluation will be conducted, and an 
assessment of what value this evaluation will have. 

INPUT - the determination of the evidence or data that will be 
collected through the monitoring process. 

PROCESS - the organization and analysis of the data--both objective 
and subjective assessment of the data. 

OUTPUT - the determination and recording of decisions that were 
implemented because of the monitoring process. 

In a monitoring model these components are cyclical. The record of 
the decisions (Output) becomes a part of the purpose or input of the next 
evaluation cycle. 

The purpose of a curricula monitoring model would be to improve 
educational accountability. This would be achieved by providing an 


effective and efficient educational program. 
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CHAPTER IV 


ANALYSIS OF DATA COLLECTED WITH THE RESEARCH INSTRUMENT 


Introduction 

This research involved the following major phases or steps: First, 
a historical review was made of the introduction and the evolution of 
business education programs, particularly secretarial training in the 
secondary schools and post-secondary institutes, including both private 
and public institutions in Alberta. This review was completed in order 
for the researcher to gain a better understanding of the institutes which 
were included in this study, and to gain insight into the educational 
philosophy which was influential in establishing the different types of 
institutes as they existed at the time of the study. 

Second, a review of the literature on curriculum planning, curri- 
culum development and curriculum model building was undertaken to 
determine what the authorities believe to be the major components of a 
curriculum model and the factors which influence each of the components 
of the model. 

Third, a review was made of current literature and periodicals in 
business and in business education to determine what influence the recent 
technological and organizational changes in an office environment has had 
on the office and how these changes might influence the secretarial 
curricula of post-secondary, non-university institutes. 

Fourth, the literature on educational evaluation by leading 


authorities was reviewed to determine the components of the evaluation 
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models that these writers believe should be used to evaluate a curri- 
culum and which had implications for this study. Also reviewed were the 
writings of leading authorities who have written on the topic of educa- 


tional accountability and program monitoring. 


Organization of Research Data 

The research instrument for this study was a questionnaire which was 
divided into three sections. The first part of the questionnaire was 
used to collect data on the individual respondents. The second part of 
the questionnaire determined the profile of the institute and the student . 
clientele where respondents taught. The third part of the questionnaire 
was used to identify program objectives, program content, program evalu- 
ation and curriculum development in the future. 

The research data will be presented in the order in which it was 
secured on the research instrument from the 89 completed and usable 
questionnaires that were returned by participants. Data in these tables 
will not be placed in rank order which is the normal procedure used for 
reporting the findings of educational research. The data from these 
instruments will be presented in tabular form for ease of presentation 
and analysis. The total percentages in some of the tables do not add up 
to exactly one hundred percent because the numbers have been rounded off 


to one decimal point. 
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Part A - Respondent's Profile 

To collect the data that would establish the profile of the respon- 
dents, Part A of the questionnaire contained 13 questions which would 
determine information about the respondent with regard to the position 
held and the institute where the respondents worked at the time of the 
study, personal information as to age and sex, the educational back- 
ground, the work and teaching experience and professional development of 
each individual. 

The data in Table 1 show either the teaching or the administrative 
position that was held by those involved in the research. These data 
show that 61 out of 89 (67.4%) of those included in this research held 
the position of full-time instructor in the institute where they worked. 

Of the 89 participants only 12 (13.5%) indicated that they held a 
full-time administrative position. 

Table 1 


Instructional or Administrative Position Held by Respondents 


N=89 
Respondents 
Type of Position No. Percent 
Full-time Instructor 60 67.4 
Part-time Instructor 5 Bo & 
Full-time Administrator 2 1355 
Part-time Administrator /Part-time Instructor 12 Sie) 


Total 89 100.0 
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Data in Table 2 show the sex of the respondents in this study. 
The majority, 65 (74.7%) of the respondents were female. Two 


participants failed to check their sex on the research questionnaire. 


TABLE 2 


Sex of Those Who Participated in the Study 


N=87 
Sex Respondents 
No. Percent 
Female 65 VAT 
Male 22 Phayes S| 
Total 87 100.0 
Note: This number is less than 89 because 2 participants elected 
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Respondents were asked on question number three to check their age 
category for their age when they completed the instrument. In Table 3 
are data which shows the age of those who participated in the study. 
Data in this table show that the majority (62.9%) of the participants 
were between 30 to 50 years of age. Of this majority 39 (43.8%) of the 
teachers and administrators of secretarial programs were between 30 to 40 
years of age. Seventeen or 19.1% indicated that their age was between 41 
and 50 years of age. These data show that the majority of respondents 
could be classified as entering the midpoint of their "teaching careers." 


There were 27% of the respondents who were over the age of 51 years. 


TABLE 3 


Age of Respondents at the Time of This Study 


N=89 
Respondents 
Age of Respondents No. Percent 
Below 30 years of age 9 Ose 
30 to 40 years of age 39 43.8 
41 to 50 years of age 17 IDo1 
51 to 60 years of age 20 22D 
61 to 65 years of age 4 4.5 


Total 89 100.0 
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Data collected from question number four of the research instrument 
was used to assemble Table 4. Data in this table show in which institute 
participants were employed. These data show that 51 of the participants 
were employed in the ten colleges in the province, 22 out of 89 or 24.7% 
of the research population were employed in the four Alberta Vocational 
Centers, and 16 participants were employed as instructors or adminis- 
trators of secretarial programs at the Northern Alberta Institute of 
Technology (11) and the Southern Alberta Institute of Technology (5). 


Table 4 is shown on the next page. 
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TABLE 4 
Institutes Where Respondents Were Employed 


N=89 
Name of Institute Respondents 
No. Femeenir 
Alberta Vocational Center - Calgary 3 3.4 
Alberta Vocational Center - Edmonton 12 1659 
Alberta Vocational Center - Grouard 2 Dae 
Alberta Vocational Center - Lac La Biche 2 2.2 
Fairview College 1 1.1 
Grande Prairie Regional College Ss 5.6 
Grant MacEwan Community College 6 Gr/, 
Keyano College V Wad 
Lakeland College 8 9.0 
Lethbridge College 6 6.7 
Medicine Hat 2 262 
Mount Royal College 5 Ge 
Olds College 5 De 
Red Deer College 6 6.7 
Northern Alberta Institute of Technology 11 WQou! 
Southern Alberta Institute of Technology 5 AGES 


ee 


Total 89 99.8 
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Question five of the research instrument asked the respondents to 
indicate their educational background by identifing where they had 
secured their secretarial training. This questions was asked to 
determine where instructors and administrators secured their training 
prior to teaching secretarial programs in a post-secondary non-university 
Setting. Datarin table 5 allustrate that 23 0r926.4% of the''87 
respondents who completed this question received their secretarial 
training in a university environment. These data also show that 15 of 
the respondents indicated that they had no formal education in 
secretarial training prior to teaching secretarial programs in the 
institutes where they taught. 


This table is shown on the next page. 
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TABLE 5 


High School or Post-Secondary Secretarial Training 
Background of Respondents 


N=87 
Respondents 
Type of Secretarial Training No. Percent 
High School Secretarial 
Business Education Program 4 4.6 
One-year Post-secondary 
Secretarial Business Education 10 Alias 
Two-year Post-secondary 
Secretarial Business Education 9 I1Oo2 
Private Business Education College V7 1955 
Secretarial Business Education 
Major at university 23 26.4 
Secretarial Business Education 
Minor at university 3) =i Tf 
No formal secretarial business 
educational training 15 Woz 
Other 4 4.6 
Total 87 9958 
Note: This number is less than 89 because 2 participants elected not to 


furnish this datum. 
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Table 6 includes data that show the type of university degree held 
by those who completed question number six on the research questionnaire. 
Data in this table show the variety of university degrees held by those 
involved in the study. These data show that of the 75 individuals who 
supplied this datum 15 or 20.0% hold a baccalaureate in education. These 
data also show that the majority of instructors who teach secretarial 
programs in the participating institutes held some type of university 
baccalaureate degree. It is interesting to note that 14 or 18.7% of the 
research population hold an advanced degree above the Bachelors degree. 


Table 6 is shown on the next page. 
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TABLE 6 


Type of University Degree Held by Respondents 


N=75 
Respondents 
Degree No. Percent 

B. iN 2 Dies, 
Be Ed. es) Do 
Become 2 Bo Tf 
Beef. (Bus. Sd. Major) 8) 12.0 
Bo JAG jellees 165  In6lo ile 150 
Boe Ores. Conn plus 

Diploma or one year 

towards Masters 6 8.0 
Miele 10 1358 
D. Ed. 2 Qe 
ag Do 2 Bo i 
Other 1S Oo C 
Total 75 O.O fem 

Note: This number is less than 89 because 14 participants elected not to 


furnish this datum. 
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Under work experience two questions were included to identify the 
amount of secretarial work experience the respondents had and to 
determine the recency of that work experience. 

In Table 7 are data which show the number of years of work 
experience that the respondents had in a secretarial work situation prior 
to becoming instructors or administrators. These data show that the 
greatest number of respondents, 20/77 or 26% had two years or less of 
experience as a secretary. The majority, 45/77 or 58.5%, had between 3 


to 15 years of experience in an office setting working as a secretary. 


TABLE 7 


Secretarial Work Experience of the Respondents 


N=77 

Years of Respondents 

Experience No. Percent 
O - 2 years 20 26.0 
3 - 5 years Is 24.7 
6 - 10 years aS U9oS 
11 - 15 years ial AES 
16 - 20 years V 5 IL 
over 20 years 5 6D 
Total Pa, 100.1 


Note: This number is less than 89 because 12 participants elected not to 
furnish this datum. 
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In Table 8 are data which show the recency of the secretarial work 
experience that respondents had prior to entering employment as either 
an instructor or an administrator in a secretarial program. Thirty-one 
of the 75 respondents indicated that they terminated their work 
experience in an office more than nine years prior to them becoming an 
instructor or an administrator in an educational institution. These data 
also show 17/75 or 22.5% of the research population had left businesses 
anywhere from three to five years before they changed their career 
pattern and elected to become employed as an instructor or administrator 
at one of the participating institutes. In the research population there 
were 15 participants who had work experience in an office in the past two 
years. This latter group represented 20.0% of the 75 respondents who 
elected to furnish these data. 


Table 8 is shown on the next page. 
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TABLE 8 


Recency of Respondents" Secretarial Work Experience 


N=75 
Recency of Work Respondents 
Experience No. Percent 
0 - 2 years ago 15 20.0 
3 - 5 years ago 17 22.7 
6 — 8 years ‘ago 12 16.0 
9 - 11 years ago 6 8.0 
12 - 14 years ago 6 8.0 
15 - 18 years ago 11 14.7 
19 = 21 years ago 3 4.0 
over 22 years ago 5 6.7 
Total 75 100.1 


Note: This number is less than 89 because 14 participants elected not to 
furnish this datum. 
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Question eight on the research questionnaire was used to determine 
the teaching experience of those who made up the research population. 
This question was a two part question. Part one was used to determine 
the teaching experience that the respondent had in the institute where 
that individual was employed at the time of the study. Part two of ques- 
tion eight was used to determine the total number of years of teaching 
experience that the respondent had since leaving business or university 
to become an instructor. 

The data collected with these two questions are shown in Tables 9 
and 10 respectively. 

Data in Table 9 show that only 9/87 or 10.3% of the research popu- 
lation had less than one year teaching experience in the institute in 
which they were employed when the study was conducted. The majority of 
the respondents, 55/87 or 63.1%, indicated they had been teaching in an 
post-secondary non-university institute for one to nine years; while 23 
or 26.4% had been teaching in the institute in which they were employed 
at the time of the study for over ten years. 


Table 9 is shown on the next page. 
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TABLE 9 


Teaching Experience in Institute Where Respondents Were Employed 


N=87 

Years of Teaching Respondents 

Experience No. Percent 
25 or more years 2 Qos 
20 to 24 years O 0.0 
15 to 18 years 2 TSots' 
10 to 14 years 8) Ozes 
6 to 9 years Za 24.1 
3 to 5 years 19 Zales 
1 to 2 years IS Wok 
less than one year 9 Ores 
Total 87 99.8 


Note: This number is less than 89 because 2 participants elected not to 
UBS Easel tum. 
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Data in Table 10 is closely related to data in Table 9 because data 
in each table had to deal with teaching experience of respondents. In 
table 10 are data which show the total number of years of teaching 
experience of the respondents. These data show that 81.8% of the 
respondents who supplied this information to this question had over six 


years teaching experience. 


TABLE 10 


Total number of Years of Respondents' Teaching Experience 


N=88 

Total Years 

of Teaching Respondents 

Experience No. Percent 
25 or more years 8 Mot 
20 to 24 years 4 Ab '5 
15 to 18 years 20 B2o ll 
10 to 14 years Ve, Dio 
6 to 9 years Bi B68) 
3 to 5 years 9 Oo 2 
I tor Zn years 3 Bod! 
less than one year 4 Ah 5) 
Total 88 99.9 

Note: This number is less than 89 because 1 participant elected not to 


furnish this datum. 
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Question nine on the research instrument was phrased so that it 
would determine the number of curriculum courses that each respondent had 
taken at university. These data is shown in Table 11. 

Data in Table 11 show that 10 participants of the 56 respondents who 
answered this question indicated that they had taken more than 10 curri- 
culum courses at university. The greatest number, 30 or 34.9%, have not 
taken any curriculum courses at university. 

The researcher questioned whether or not there may have been some 
confusion over the interpretation that participants gave to the term 
"curriculum course" that appeared on the research questionnaire as the 
possible reason that 10 participants indicated that they had taken 10 or 
more university curriculum courses. These individuals may have confused 
the term "Curriculum and Instruction" (C & I courses) with "Curriculum 
Course" per se. 

TABLE 11 


Number of Curriculum Courses Taken by Respondents 


N=86 

Number of Respondents 

Courses No. Percent 
over 10 courses sme) oS 
6 to 9 courses 2 eS} 
3 to 5 courses 1S Wow! 
IaLome COURSES 29 SiSio. 7 
none 30 34.9 
Total 86 99.9 


Note: This number is less than 89 because 3 of the participants elected 
not to furnish this datum. 
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Question ten of the research instrument was a two part question. 

The first part of the question was used to determine the involvement 
respondents had in professional organizations. The second part of this 
question was used to determine if respondents attend workshops or con- 
ferences to up grade and up date their backgrounds. 

Data from the first part of this question were used to organize 
Table 12. These data illustrate that 57 of the 89 respondents held 
membership in the Alberta Business Education Association, an organization 
established for post-secondary business education instructors, but open 
to business educators at all levels of education as well as interested 
business people. This organization was established because there was not 
a full membership status allowed in the Business Education Council - 
Alberta Teachers' Association to any business educator that did not have 
a Alberta Teaching Certificate. 

These data show that only 4/89 or 4.5% of the respondents belong to 
the National Secretaries Association. These data can also be interpreted 
to mean that many instructors who teach secretarial programs are not 
involved with professional organizations at the national and inter- 
national level only at the provincial level. 


Table 12 is shown on the next page. 
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Memberships Held by Respondents in Professional Associations 


TABLE 12 


N=89 


Association Member 


Alberta Business Educators 
Association 


Business Education Council 
Ae ADR 


National Secretaries Assoc. 


National Business Education 
Association 


Canadian Association of 
Business Education Teachers 


Chamber of Commerce 
Phi Delta Kappa 


Other Organizations 


57 


31 


18 


V4 


24 


Percent 


64.0 


20.2 


Non-member 


32 


58 


85 


71 


65 


Percent 


364.0 


65.2 


se) 2) 


79.8 


91.0 
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The second part of question 10 required that the respondent check 
el themaryes" sor no tetoathe questions. "Have you attended a workshop or 
conference on business education in the past two years?" 
In Table 13 1s an analysis of these data which indicate that 72 of 
the 89 respondents or 80.9% checked "yes" they had attended a 


workshop/conference within the past two years to up-grade their 


background. 


TABLE 13 


Respondents Who Have Attended a Workshop/Conference 
in the Last Two Years 


N=89 
Positive /Negative Respondents 
Response No. Percent 
Yes 72 80.9 
No 7, Toe 


Total 89 100.0 
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PART B - INSTITUTE AND STUDENT CLIENTELE PROFILE 

Part B of the research instrument contained six questions that 
requested information about the institute and student population of the 
institutes where the respondents were employed. The questions in this 
part of the instrument asked for information about student enrollment in 
the secretarial program in participating institutes, the entrance 
requirements of students that enrol in the secretarial programs, the 
length in weeks and the organizational format for the academic year in 
the institute where respondents taught, what grading system was used in 
each of the respondent's program, and what program specializations or 
advanced programs were available to the students. 

The data in Table 4 of the previous section show that the research 
population was made of three types of institutes: Alberta Vocational 
Centers (4), Colleges (10) and Institutes of Technology (2). Data in 
this table also show the number of respondents in each institute and the 
percentage of the total population from that institute who were involved 
in the research. In this table these data show that 51 respondents were 
from the ten colleges, 22 were from the four Alberta Vocational Centers 
and 16 were from the Institutes of Technology. The information from ene 
table will be used in subsequent tables in the next two sections to cross 
tabulate other research data with the institute group shown in Table 14. 


Table 14 is shown on the next page. 
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TABLE 14 


Number of Respondents From Each Group of Institutes 
Within Research Population 


N=89 
Type of Institute Respondents 
No. % 
Alberta Vocational Centers (4)22 24.7 
Colleges (10) Sr Biers 
Institutes of Technology (2) 16 18.0 
Total 89 100.0 


The first question under Part B of the research instrument requested 
information to determine the size of the student enrollment in the 
secretarial program in the institute where the respondent was employed. 
In Table 15 these data are shown. 

These data show a considerable variation of student enrollments for 
the 82 research participants who supplied data to this particular 
question. Student enrollment for the secretarial program varied in the 
three institute groups from over 150 students to, from 1 to 24 students. 
Fifteen respondents indicated that the student enrollment for the 
secretarial program at the institute where they worked was from 25 to 49 
students. Similarly another 15 of the 82 respondents, 18.3%, stated that 
the student enrollment at their institution was over 150 students. 


Table 15 is shown on the next page. 
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TABLE 15 


Student Enrollment in Secretarial Program 
Where Respondents Were Employed 


N=82 
Student Respondents 
Enrollment No. Percent 
over 150 5 18.3 
255149 11 13.4 
100 - 124 128 aa) 
75 = 99 8 9.8 
50 - 74 6 VeS 
25 - 49 i) ees 
je— 24 14 Vo 
Total 82 100.1 
Note: This number is less than 89 because 7 participants elected not to 
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Question two, Part B, of the research instrument was used to 
determine the student entrance requirements for admission to the 
secretarial program in the institutes where the respondents worked. 
These data are shown os Table 16. 

Data in this table show that of the 85 respondents involved in the 
research 31 indicated that for an applicant to be admitted to their pro- 
gram that applicant had to meet any one of these entrance requirements: 
18 years of age or have adult status or have a diploma from high school. 

TABLE 16 


Perceptions of Respondents to Admission Requirements for 
Secretarial Programs in Institutes Where They Were Employed 


N=85 
Entrance Requirement No. Percent 
Completed Grade 10 7 8.2 
Completed Grade 11 8 9.4 


17 years of age plus one year out 
of school 1 1.2 


18 years of age or adult status or 
High School Diploma 31 36.5 


High School Diploma 13 15:63 


High School Diploma plus successful 
completion of entrance tests 3 B55) 


High School Diploma with minimum 


grades in specific subjects 11 12.9 
Other 11 12.9 
Total 85 99.9 


Note: This number is less than 89 because 4 participants elected not to 
furnish this datum. 
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Data in Table 16 were cross tabulated with the three institutional 

groups that were listed as data in Table 14. These data are shown in 
Table 16A. These data show that the four Alberta Vocational Centers had 
a variety of entrance requirements for applicants who wished to enter 
into their program. While participants from the colleges, 27/49 or 55.1% 
indicated that the admission requirement for their program was "18 years 
of age or adult status or high school diploma." It is evident from these 
data in Table 16A that the institutes of technology had the most rigorous 
admission requirements for applicants to be admitted to the secretarial 
program in their institute. 


Table 16A is shown on the next page. 
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TABLE 16A 


Perceptions of Respondents to Admission Requirements for 
Secretarial Programs in Institutes Where They Were Employed 


By Institute Groups 


N=85 


INSTITUTE GROUP 


Entrance AVC Colleges Institutes Total 
Requirements No. % No. % No. % No. % 
Completed 
Grade 10 3 5.9 2 2-4 0 0 u 8.2 
Completed 
Grade 11 6 qe 2 2.4 0 0 8 9.4 


17 years of age 
plus one year 
out of school 0 0 1 1.2 0 0 1 1.2 


18 years of age or 

adult status or 

High School 

Diploma 4 4.7 2S NaS 0 0 sim) eVergs) 


High School 
Diploma 0 0 5 sys) 8 9.4 132 915.3 


High School Diploma 

plus successful 

completion of 

entrance tests 1 1.2 2 2-4 0 0 3 3.5 


High School Diploma 
with minimum 
grades in specific 


subjects 0 0 6 diol 5 5.9 Na) | RPS) 


Other 7 8.2 4 4.7 0 0 RE ares) 


Total FUSE PRT EA 49 57.6 1395 slows sis) S}EL SS) 


Note: This number is less than 89 because 4 participants elected not to 
furnish this datum. 
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Question three, Part B, of the research instrument was a two-part 
question. Part one of the question was used to determine the number of 
weeks that comprised the academic year in the institutes where the 
respondents worked. The second part of the question was used to 
determine the organizational structure of the academic year in the 
institutes in which the respondents were employed. These data show that 
the majority of the respondents teach or administer in a program that is 


35 weeks or longer. 


TABLE 17 


Academic Year in Weeks for One-Year Secretarial Programs 
in Institutes Where Respondents Were Employed 


N=83 

Number Respondents 

of weeks No. Percent 
over 40 weeks 6 Wok 
38 - 40 weeks Di, Boe 
35 - 37 weeks 14 16.9 
32 - 34 weeks 24 aS) 
29 - 31 weeks 4 4.8 
26 - 28 weeks 8 9.6 
Total 83 99.9 

Note: This number is less than 89 because 6 participants elected not to 


furnish this datum. 
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Data in Table 17 were cross tabulated with data from Table 14), 
Institute Groups, to design Table 17A. These combined data are shown in 
Table 17A. These data show that the academic year for the one-year 
secretarial program, at the institutes of technology vary from 35 to 40 
weeks while the academic year for the similar program at the colleges 
varies from 26 to 40 weeks. The greatest number of the respondents in 
the college, 22/83 or 26.5%, teach in a program of 32 to 34 weeks 


duration. 


TABLE 17A 


Academic Year in Weeks for One-Year Secretarial Programs 
in Institutes Where Respondents Were Employed 


By Institute Groups 


N=83 
INSTITUTE GROUP 

Number AVC Colleges Institutes Total 

of Weeks No. % No. % No. % No. % 
over 40 weeks 3 308 1 oe 2 Do ts 6 Coe 
38 - 40 weeks 14 W669 Wi 2B68 2 Det DY 3BQs56 
32 - 34 weeks 2 Det BP Ba /S O 0 Hal DSK ©) 
29 - 31 weeks O 0 4 4.8 O 0 4 4.8 
26 to 28 weeks 1 gare 7, 8.4 (@) 0 8 9.6 
Total D2 Bo A Sui 13 41 S66 83 99.9 


Note: This number is less than 89 because 6 participants elected not to 
furnish this datum. 
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The second part of question three was used to determine how the 
academic year for the secretarial programs in the institutes where the 
respondents were employed was organized. In Table 18 are data which show 
that the greatest number of respondents, 42/87 or 48.3%, teach in an 
institute which was organized on a semester basis with two semesters 


comprising the academic year. 


TABLE 18 


Organization of Academic Year for One-Year Secretarial Program in 
Institute Where Respondents Were Employed 


N=87 
Type of Academic Year Respondents 
No. Percent 
one continuous period of time 17 19.5 
two semesters 42 48.3 
three semesters or quarters a7, 19.5 
four semesters or quarters 3 3.4 
other 8 Oe2 
Total 87 99.9 


Note: This number is less than 89 because 2 participants elected not to 
furnish this datum. 
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The data in Table 18 were cross tabulated with the data from Table 
14, Institute Groups, to determine organizational difference among these 
institute types involved in the research. These combined data are shown 
in Table 18A. From these data it can be determined that there was a wide 
range of organizational structures of the academic year used in the 
A.V-C.'s and the colleges; however, the academic year in the institutes 
of technology was more rigidly structured because 13 of the 14 partici- 
pants from these institutes indicated that their academic year was orga- 
nized into three or four semesters or quarters. 

TABLE 18A 


Organization of Academic Year for One-Year Secretarial Program in 
Institute Where Respondents Were Employed 


By Institute Groups 


N=87 
Type of AVC Colleges Institutes Total 

Academic Year No. % No. % No. % No. % 
one continuous 

period of time WS UHok® 2 Dens 0 0 7 SoS 
two semesters 3 3.4 39 44.8 0 0 42 48.2 
three semesters 

or quarters Z Zao 4 4.6 tt) 12.6 Jeo eS 
four semesters 

or quarters 0 0 1 1.1 2 PAs 3 3.4 
other 3 Syu! 4 4.6 1 1.1 8 9.1 
Total Be} AXSG 8! yo) 7/5 14 16.0 87 99.7 


Note: This number is less than 89 because 2 participants elected not to 
furnish this datum. 
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Question four, Part B, of the research questionnaire was used to 
determine the grading system used to evaluate student performance by the 
respondents. These data are shown in Table 19. These data show that 
over 6 different grading systems were used to evaluate student perfor- 
mance in the secretarial programs in the post-secondary non-university 
institutes involved in this research. The largest number of the respon- 
dents in this study, 21/84 or 25.0%, used the 0 to 4 system of grading, 
and the next highest group, 18/84 or 21.4%, stated that they used the A, 


B, C, D, & F letter system of grading. 


TABLE 19 


Grading System Used in Secretarial Programs 
in Institutes Where Respondents Were Employed 


N=84 
Respondents 
Grading System No. Percent 

percentile ie 14.3 
stanine (0-9) i ee) 
OREon4 21 2.510 
pass, honors, incomplete V5 Ioe 
Ns, Behe my See ee By 18 ied 
Other 7 8.3 
Total 84 100.0 


Note: This number is less than 89 because 5 participants elected not to 
furnish this datum. 
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The data in Table 19 were cross tabulated with data from Table 14, 
Institute Groups, to determine if the different grading systems that were 
identified in the research were used more often in any one institution 
than in another. These combined data are shown in Table 19A. Data in 
this table show the grading system most commonly used by respondents in 
the A.V.C.'s was the percentile grading system. The most commonly used 
grading system by respondents from the colleges was the 0 to 4 system of 
grading, while the majority of respondents who teach the secretarial 
program at the institutes of technology use the pass, honors, and 
incomplete system of grading. 
TABLE 19A 
Grading System Used in Secretarial Programs 
in Institute Where Respondents Were Employed 


By Institute Groups 


N=84 


INSTITUTE GROUP 


AVC Colleges Institutes ' Total 

Grading Systemm No. % No. % No. % No. % 
percentile ih onl Fy 1 ee 0 0 12981453 
stanine (0-9) 1 We VOe WS9 0 0 eis A 
0 to 4 0 0 2088923.8 1 Ate Ze ge250 
pass, honors, 

incomplete 5 6.0 0 0 10 Ato ey itis 2) 
iy, (Ey Wy ae 3 3.6 sie lay 3 @) @) HS. Oe has 
Others 3 3.6 2 2.4 2 2.4 ey, 8.4 
Total 2375215 o ASO. 2 IS Eos Sa5t00..2 

Note: This number is less than 89 because 5 participants elected not to 


furnish this datum. 
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A supplementary question under question number four, "In the above 
grading system, what minimum grade is considered a pass?" was also asked. 

An examination of the answers to this question showed that there 
were inconsistencies in what is regarded in participating institutes as a 
passing grade in the various grading systems reported. 

Under percentile, 70% was recorded most often as a passing grade, 
but also 60% and 80% were reported as a passing grade. Many respondents 
indicated that in their institute a different percent was considered a 
pass for different subjects that comprised the secretarial program. 

Under the nine point (stanine) system of grading, a grade of 4 was 
reported most often as the passing grade, but 3 was also recorded as a 
grade that would permit the student to obtain credit for the subject but 
would not permit the student to advance to the next level in that 
paricular subject. 

A grade of 1 or 2 was reported as the passing grade under the four 
point system of grading, while under the A, B, C, D, and F grading system 
a C or a D was considered a passing grade in some institutes. 

Some respondents also reported that a combination of more than one 
system was used to indicate a passing grade. For example, a D might be 


equated as 60% or a pass equal to 70%. 
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Question five, Part B, of the research instrument gave a list of 
five possible statements about specializations offered to students 
enrolled in secretarial programs in the institute where the respondents 
were employed. The respondents were requested to choose from these five 
statements the one statement that best described the specialization 
available to the students in their institute. These data are shown in 
Table 20. The greatest number of respondents, 25/83 or 30.1%, indicated 
that Shorthand or Accounting were offered as program specializations to 
the students enrolled in their secretarial program. 

The category "other specializations" included the responses of 
individuals who had selected more than one of the four specialization 
statements. 

TABLE 20 


Specializations Available to Students in Secretarial Programs 
in Institute Where Respondents Were Employed 


N=83 
Respondents 
Program Specializations No. Percent 

Shorthand or Accounting ZS 30.1 
Accounting, Data Processing, or Receptionist-typing 4 4.8 
Receptionist-typist or Secretary-Stenographer 4 4.8 
Accounting or Administrative 1 hie 
No specialization 10 1250 
Other specialization 39 47.0 
Total 83 99.9 


Note: This number is less than 89 because 6 participants elected not to 
furnish this datum. 
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The data from Table 20 were cross tabulated with the data from Table 

14, Institute Groups, to examine program specializations available by in- 

stitute group. These data are shown on Table 20A. These data show that 

there is a greater variation in the specializations offered in the secre- 
tarial programs in the colleges. The largest number of respondents in 
the A.V.C's indicated Shorthand or Accounting or Other Specializations. 

TABLE 20A 


Specializations Available to Students in Secretarial Programs 
in Institutes Where Respondents Were Employed 


By Institute Groups 
N=83 


INSTITUTE GROUP 
Program AVC Colleges Institutes Total 
Specializations No. % No. % No. % No. % 


Shorthand or 
Accounting Wi  VSas WB Wao 2 Die BS BOor 


Accounting, Data 
Processing, or 
Receptionist- 
typing 0 0 4 4.8 0 0 4 4.8 


Receptionist-typist 
or Secretary- 


Stenographer 0 0 4 4.8 0 0 4 4.8 


Accounting or 


Administrative 0 0 0 0 1 lo 2 1 Aerz 
No specialization 1 1.2 5 6.0 4 4.8 109 12.0 
Other 

Specialization dd W863 BR PKe\5'5) 6 Wok 3) Al/ 50) 
Total 23) 27638 47 56.6 13 15.6 83 100.0 


Note: This number is less than 89 because 6 participants elected not to 
furnish this datum. 
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Question six, Part B, on the research instrument was used to deter- 
mine whether the secretarial students in the respondents' institute were 
able to go on to an advanced or diploma program after successfully 
completing the one-year secretarial program. These data are shown on 
Table 21. 

Data in this table show that 50/87 or 57.5% of the respondents 
answered "no" that it was not possible for a student to take a second- 
year/diploma program after they had successfully completed a one-year 


secretarial program. 


TABLE 21 


Advanced or Diploma Secretarial Programs Available to Students 
in Institutes Where Respondents Were Employed 


N=87 
Positive/Negative Respondents 
Response No. Percent 
EIS 37 42.5 
No 50 Si.5 
Total 87 100.0 


Note: This number is less than 89 because 2 participants elected not to 
furnish this datum. 
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Data from Table 21 were cross tabulated with the data from Table 14, 
Institute Groups, to secure data that was used to organize Table 21A. 

These data show in Table 21A that 14 repondents from the institutes 
of technology indicated the students who successfully complete the 
secretarial program have accessible to them advanced/diploma programs or 
courses that may lead to a diploma. 

The majority, 21/23, of the respondents in the Alberta Vocational 


Centers do not have any advanced programs available for their students. 


TABLE 21A 


Advanced or Diploma Secretarial Programs Available to students 
in Institutes Where Respondents Were Employed 


By Institute Groups 


N=87 


INSTITUTE GROUP 


Positive/Negative AVC Colleges Institutes Total 
Response No. % No. % No. % No. % 
Yes 2 Dp 21> 24.1 14" 16.5 37eea2. 5 
No 2. Bao® 2B. B3a8 0 0 30 Dio! 
Total BS; Pot! SOMO: 4h Go AL S7 ODD)a8 
Note: This number is less than 89 because 2 participants elected not to 


furnish this datum. 
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PART C - PROGRAM CURRICULUM 

The third part of the research instrument included questions that 
dealt with both curriculum evaluation and curriculum development. 

The third part, Part C, of the research instrument was divided into 
the following four sub-sections: program objectives, course content, 
curriculum evaluation, and curriculum development in the future. 

The first section dealt with program objectives and respondents were 
asked to rate 14 objective statements on a five point Likert scale from 
"very low importance" to "very high importance." Data collected with 
this question were used in designing Table 22. 

The objectives that received the highest ratings were objective 
statements 9, 4, 5, 2, and 1. All of these objectives received a 70% 
rating or higher by those participants who elected to answer this ques- 
tion. Objective 9 which dealt with providing the basic skills and knowl- 
edge required for stenographic or clerical positions was rated of "very 
high importance" by 70 of the 86 participants who checked this objective. 
This represented 81.4% of the those respondents who considered this 
objective to be of "very high importance." An analaysis of the remaining 
four objectives showed that these objectives were career oriented. 

The researcher established a cutoff point of 76% to identify those 
program objective statements that were rated of "very high importance." 
As a consequence objective statement numbers 9, 4, and 5 fell above this 
cutoff point. It should be noted that if the "high importance" and the 
"very high importance" ratings are collapsed, then objective statements l 
and 2 would receive a higher rating. 


Table 22 is shown on the next two pages. 
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Data in Table 22 were cross tabulated with data from Table 14, 
Institute Group, to determine which institute group gave the highest 
rating to the three highest rated objectives on table 22--objectives 
numbers: 9, 4, and 5. These new data were used to design Tables 22A, 
228, 2end.22C. 

Data in Table 22A show the cross tabulation of institute group with 
objective statement number 9. These data show that 21/23 or 91% of the 
respondents from the A.V.C.'s rated objective 9 as of "very high 
importance." These data show that 40/50 or 80% of the respondents from 
the colleges rated objective 9 as of "very high importance." 

Data in Table 22B show the cross tabulation of institute group with 
objective statement number 4. These data show that 22/23 or 96% of the 
respondents from the A.V.C.'s rated objective 4 as of "very high 
importance," while the 11/13 or 85% of the respondents from the 
institutes of technology rated this objective 4 as of "very high 
importance." 

Data in Table 22C show the cross tabulation of institute group with 
objective 5. These data show that 23/23 or 100% of the respondents from 
the A.V.C.'s rated objective 4 as of "very high importance," while 37/48 
or 77% of the respondents from the colleges rated objective 4 as of "very 
high importance." 


Tables 22A, 22B, and 22C are shown on the next three pages. 
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TABLE 22A 


Rating of Objective 9: to provide students with basic skills, 
and knowledge required for stenographic and clerical positions 


By Institute Groups 


N=86 
Rating AVC Colleges Institutes Total 

of Objective No. % No. % No. % No. % 
Medium Importance 0 0 6) 0 3 355) 3 3355) 
High Importance 2 2.0 10 11.6 1 Vez 13S Sen 
Very High 

Importance 21 24.4 40 46.5 Os 70 81.4 
Total PY PLOT 500 53.1 sh See 86 100.0 


Note: This number is less than 89 because 3 participants elected not to 
furnish this datum. 
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TABLE 22B 


Rating of Objective 4: to prepare students for careers in 
business, industry, and government 


By Institute Groups 


N=84 
Rating AVC Colleges Institutes Total 

of Objective No. % No. % No. % No. % 
Low Importance O (0) 0 0 1 152 1 aw 
Medium Importance 0 6) 7 8.3 1 Woe 8 9.5 
High Importance 1 1.2 1 8.3 0 0 8 SS 
Very High 
Importance PAD PAS?) 34 40.5 leh “Relea Gis 9.5 
Total 2342104 ASSe > jal ish SReya's) 84 100.0 


Note: This number is less than 89 because 5 participants elected not to 
furnish this datum. 
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TABLE 22C 


Rating of Objective 5: to prepare students for stenographic, 
clerical, receptionist, clerk-typist or bookkeeping positions 


By Institute Groups 


N=85 
Rating AVC Colleges Institutes Total 

of Objective No. % No. % No. % No. % 
Very Low 

Importance 0 ) 0 0 2 2.4 2 2.4 
Medium Importance O 0) 2 Did: 5 5.9 7 8.3 
High Importance 0 0 9 10.6 0 6) 91056 
Very High 

Importance 2m 27 onl 3 Jp s 3615 ] 8.2 Cia a8. 8 
Total PAS PRES a8 5556.5 14 16.5 85 100.1 


Note: This number is less than 89 because 4 participants elected not to 
furnish this datum. 
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The second question in Part C of the research instrument was 
designed to determine the courses that were a part of the one-year 
secretarial programs in the institutes included in the study. Twenty 
course statements were listed and the participants were requested to 
check beside each course statement one of the following categories: 1. 
Required or Compulsory Course in the program, 2. Option - but students 
are encouraged to take this course, 3. Free Option - students are free 
to choose this course, 4. A pre-requisite for entry into the program, 5. 
Not included, and 6. Planning to include this course next year, 

1980-81. 

Data collected from the second question is shown on Table 23. 

Out of the possible 20 courses included in this question the 11 
courses that were considered compulsory by a majority of the respondents 
WeLe sme, 2 eo AGS, Op 7, ) oO, 1O;ml 2, and 13 

The courses that were most frequently reported as not included were: 
14. Legal Office Procedures (62.3%), 9. Accounting (46.6%), and 16. Word 


Processing (22.1%). Table 23 is shown on the next three pages. 
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The third question in Part C was a three part question. The first 
part of the question was designed to determine what influence different 
factors had on the course content within the secretarial programs in the 
participating institutes. 

Part one of question three requested respondents to rate ona 
five-point Likert scale, that ranged from "very low importance" to "very 
high importance," the 16 statements that described different factors 
which influence changes in secretarial course content. Data collected 
with this question were used to organize Table 24. These data show that 
not all of the respondents supplied a response to this question. 

The factors that received the highest ratings when the "high impor- 
tance and very high importance" ratings were combined were factors: 2, 
lO; mal GO pmele2mancuad . 

These factors and their percentages were: 

No. 2 - Individual instructor's perceptions 83.1% 

No. 10 — Material and knowledge gained by 

instructors who attend workshops/ 
conferences 73.2% 
No. 16 - Knowledge gained by instructors in 


the work force prior to becoming 


instructors 70.7% 
No. 12 - Visits to busineses in your service 
area 65.1% 


No. 4 - Results of follow-up surveys to 
businesses 60. 3% 


Table 24 is shown on the next two pages. 
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The second part of question three was designed to identify who the 
individuals were that developed course content in the participating 
institutes. In responding to this question participants were requested 
to place a check mark in the appropriate space beside the eight 
statements that described possible individuals or groups that develop 
course outlines for secretarial programs. 

Of the 89 instructors and administrators of secretarial programs who 
were involved in this study, 82 provided data for this question. 

Data secured by this question were used to design Table 25. 

Of the six statements listed, 28 or 34.1% of the 82 respondents 
indicated that in their institution "all the instructors teaching the 
program (secretarial) have input into all the courses." 


Table 25 is shown on the next page. 
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TABLE 25 


Perceptions of Respondents as to Who Develops Course Outlines 
in Secretarial Program in Institutes Where They Work 


Respondents 
How Course Outlines are Developed No. Percent 

1. Instructors teaching the course independent 

of other instructors teaching in the same area A 8.5 
2. A committee of instructors who teach in the 

Same subject area was 30.5 
3. A committee of instructors who teach in a 

a variety of subject areas 3 Ba 
4. A committee of instructors and administrators 6 723 
5. All the instructors teaching the program have 

input into all the courses 28 34.1 
6. A committee of instructors, administrators and 

Advisory Committee members 8 9.8 
7. Other 5 6.1 
Total 82 100.0 


Note: This number is less than 89 because 7 participants elected not to 
furnish this datum. 
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The third part of question three of Part C was designed to determine 
the use made of follow-up surveys in the participating institutes. The 
respondents were requested to indicate, from a list of five possible 
survey statements, how surveys were used: 1. to develop, 2. to evalu- 
ate, or 3. to change the curriculum of the secretarial programs in their 
institutions; or to indicate if surveys were not used. 

Many of the respondents circled a combination of the three possible 
uses, and an additional category, "Used to Change and/or Evaluate and/or 
Develop," was established when the data were coded for input into the 
computer. 

Data collected by this question is shown on Table 26 on the next 
page. 

Annual surveys to either businesses, graduates, or secretaries are 
generally not used. Data show that 41/66 respondents indicated that 
No. 5. Occasional (every third or fourth year) surveys are sent to former 
graduates" to be used to either change, and/or evaluate, and/or develop 


secretarial curriculum. 
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The fourth question in Part C of the research questionnarie was used 
to secure the perceptions and opinions of the participants with regard to 
how curriculum development and curriculum evaluation might be initiated 
in the future. 

Question four consisted of twelve statements that had to do with 
future curriculum development for secretarial programs. A five-point 
Likert scale was used which ranged from "strongly agree" (1) to "strongly 
disagree" (5). In responding to each of these statements, respondents 
were asked to circle the appropriate number. 

Data collected with this question is shown on Table 27. 

Of the 12 statements listed, 61/83 or 73.5% of those respondents who 
who elected to answer this question indicated "strong agreement" with 
statement number 12 which stated: "Program curriculum development com- 
mittees need input from businessmen, managers, secretaries, professional 
organizations, and business educators in order to be effective." 

There were 53/83 or 64.6% of the respondents who "strongly agreed" 
with statement number 11: "No one source of information on what are the 
characteristics and training needs of secretaries should be used to 
develop curriculum." 

There were 15/83 or 18.1% of the respondents who elected to answer 
this question who checked "strongly disagree" on statement number 5, "The 
Department of Advanced Education and Manpower should establish a commit- 
tee that will coordinate the secretarial programs that are in the Non- 
university post-secondary institutes in the Province of Alberta." 


Table 27 is shown on the next three pages. 
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CHAPTER V 


PROPOSED MODEL FOR MONITORING THE CURRICULUM OF A SECRETARIAL PROGRAM 


In Chapter five, the components of the models of curriculum, the 
components of the models on evaluation, accountability, and monitoring 
and the factors that affect these components will be combined with the 
research data that was discussed in Chapter Four. Information from these 
two sources will be combined to design the proposed Secretarial Program 


Curriculum Monitoring Model. 


Purpose of the Proposed Model 
The monitoring process is a means of continually evaluating the 
curricula of on-going programs. The monitoring process enables data to 
be gathered and evaluated over a period of time to help in the making of 
educational decisions that might effect change in curricula of a program. 
To monitor a program is not only to plan where the program is going but 


to have a record of how the program has evolved. 


An Overview of the Major Components of the Proposed Model 
The proposed model is considered to be a sub-system of either a 
total educational evaluation or accountability model as promulgated in 
the professional literature. 
The proposed model has three main parts: (1) the monitoring compo- 
nent, (2) four major curriculum components, and (3) the factors that 


could affect any of the of the components in the monitoring process. 


aU 


; 
7 + ae 
v 
Reinet sApRereetes 4 YO MOSODLANET SPT 
eh .awiverries t ofeban- et 40 at Sree ott <i 9 
acai a 
eiteebthen tne visiidasmeos aoasasere ep iyeom ama 2 ot 
wits Hebe becetings 3 fiw alneaogeow eens See 2a maseel 
ve 
er a 
gemts an) nolgega ta C- a wigs at & Ls Oe => iat 4 7 Hy A908 
a i» ; 
gpaegoy? [e)24ter- haarge yy a) g@plseb ian bse a " e ee wz 
—_ 
Tatas cahesaiheol ox 
legen: spesgo1k. ong 35 sapere 
add weidraines ~tisoaliane to. eaaem’s ef 7 eFeaws sa “yt 
e® 244% esidicr © ease 3) oriizcd noe eff 8 -Fe a uaa wa [uo 
“So peties Gf) ni clad oo okt foctel ty © aeve eet 
© 
enteeei «@ to elounlourm si apie. Jovi Jnoui 7a sede eels § 


a 


ioe shiey «i mereo ts sit scotty met ~~ Ving Sow Be estgova . 


Levinwe 264- gehen: od wos omnes 


. 


igheM teaceic’ a0! he -Siaenagso> yorsW ats Io eee 
— ~ me ee sae 


® 
o~ 
en es = ee =: 99 


* 


- . » a 
eo saitte 2+ acrygu-aca © st a) boreh lone? BL setcoscal : 
ai Gegeeliiaas ae 6256 yl) il ineineo ae 16 ‘ns eee 


* vs renaitee 


~OgmnOO THEIcI (nom, ot ttl.  reisem tien Sei clea 


~ 
al o 


gad? eiGF50) et" te? Bis | -Sanogeers wo a 


aessus3 nausmeriiiee af nr Rignpiace aly Ss i 
a er > “6° 


155 

The proposed model is cyclical; one which would advocate a con- 
trolled and monitored evolution towards the desired ends or objectives of 
the program. The paradigm for the model illustrates that any change ina 
specific component or factor of the model will produce a change in the 
other components or factors of the model. The extent to which the other 
components or factors of the model are affected by this change will 
depend upon where the change is made within the model. 

The model is considered to be an open-ended model which will enable 
it to be modified as the results of educational research are incorpo- 
rated. The model is intended to be flexible and easily changed to 
include other factors which may be determined as important to the effec- 
tiveness of the process and evolutionary change. 

This chapter will include a paradigm of the proposed model that 
could be used to monitor the curriculum of the Secretarial Programs in 
post-secondary non-university institutes in the province. The chapter 
Will be organized so that each component of the model and the factors 
which affect the components will be explained for the benefit of the 
reader. The paradigm selected to represent the model was circular to 
show the inter- and intra- relationships of each component and the 


factors that may affect that component. 


Major Components of the Model 
The two major components of the proposed model to be discussed are 


the Monitoring Component and the four Curriculum Components. 


. aie ae 


eet 
anes & Stencebs bftOW no ii tna 
powiaes S10 shamed At 
csweyentts tabem eee Sr led 


+ tabu any to SoeeLu ar 
-  tehon alt hy sore? a 


f ietaei th, 926 ishow ott <2 sae 


ere stem et np ati ati 


te avirce(a> > ai” 


o «hk @rat> ye jets 


af) i Cee = OO 


eng eit? ra Laie i? Stared ar 


tiie spar 
~- “ae 


afaron 
sttens Iiiw toi amy ene es ee poset HA sf Yanan 
Neo — _ reathe BI asere aad ¢ ve Bobtibos 
; sso ftoce. bow | dbalest3 ont cat Babee rd me teem edt 
eT ee reieiaiet ad-\an taditn e108 ont , 
wnaefo YN She. foloves Eom saieda ienaitbat 


jo atahet ac = ehuiand (aw 


4 


~ ai aeoee Sr te milip.ste ary yen aoe iti 


4 ns T% . a 
es 
' ae aat'l analwe ait AG cates icant invent § a 
| is 
~ A as 
) . af ore ] row af i | hal Wed tal voy - ce sar ce SAN snAE TO’ oa 
— 


refs. 2a Rte cin i ae 


ari 
4 wtvotl teal Tehint om yeesiee, arches ime besye men 
” - a bag 
: a a 
ey beak Sten! irae fo pa lsdeneeeiyy ~ exiad: tS 


,TRenodne salt sao 
ssh oft 3> = eee 


an ct) 1spe| Teenges9 ay, te Say 


a 


— ; 


eve eounieech 


_ssennbow> meted tuts watt od 


156 

The Monitoring Component of the model is placed in the center of the 
paradigm to show that every Curriculum Component and the factors related 
to these components should be monitored to establish a foundation on 
which educational decisions could be made. The Monitoring Component was 
discussed in Chapter Three. 

The major components of the curriculum model were discussed in 
Chapter Two and include (2) Institutional Philosophy, (3) Program 
Objectives, (4) Program Content and (5) Instructional Methods and 
Evaluation. These four major parts of the curriculum model are the four 
Curriculum Components which are placed around the circumference of a 
circle which is concentric with the Monitoring Component circle. 

The monitoring process itself is recognized as producing a change in 


monitoring strategies once the process starts. 


Monitoring Component 1.0 

At the center of the Secretarial Program Curriculum Monitoring Model 
is the Monitoring Component. 

In the summary of Chapter Three, the monitoring process was des- 
cribed as an evaluation process that takes place on a continuous basis 
and consists of four major activities: (1) Purpose Selection, (2) Input, 
(3) Process, and (4) Output. 

PURPOSE SELECTION is the identification of what needs to be evalu- 
ated, for what purpose, how the evaluation will be conducted, and an 
assessment of what value this evaluation will have. 

INPUT is the determination of the evidence or data that will be col- 


lected through the monitoring process. 
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PROCESS represents the organization and analysis of the collected 
data; analysis includes both objective and subjective assessment of these 
data. 

OUTPUT is the determination and recording of educational or admini- 
strative decisions that were implemented as a result of the monitoring 
process. 

The four main activities conducted through the monitoring process 
are shown on the circumference of the inner circle and each activity is 
joined by a line with a doubleheaded arrow to show a process which repre- 
sents a feedback system from Output to Purpose Selection. 

The Monitoring Component is considered to be attached to each of the 
four Curriculum Components of the model to show that any one of these 
components, or their factors which might have an affect on these 
components, can be evaluated. 

The Monitoring Component of the model is labelled as 1.0 in the 


paradigm for ease of identification. 


Curriculum Components - 2.0, 3.0, 4.0, 5.0 

The four Curriculum Components of the paradigm of the Monitoring 
Model are: Institutional Philosophy - 2.0, Program Objectives - 3.0, 
Program Content - 4.0, and Instructional Methods and Evaluation - 5.0. 
These Curriculum Components are arranged on the circumference of the 
circle which is concentric to the Monitoring Component (1.0) circle to 
show that each and every component of the model and their factors have an 


intra and inter relationship and can be evaluated. 
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Between each Curriculum Component is a double-headed arrow which 
indicates that an inter-relationship exists between the four curriculum 
components of the model. 

In the paradigm each Curriculum Components is attached to the 
Monitoring Component of the model by a double-headed arrow to indicate 
that by monitoring any one of the Curriculum Components a change in that 
component may also produce a change in how a future monitoring activity 
may be conducted. 

The diagram on the following page shows the major components of the 
Secretarial Program Curriculum Monitoring Model without factors for any 


of the four components that comprise the curriculum components. 
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poe Ose wh carat recr™ the Componentsiof thelMoni toring: Model 

From a review of the literature on curriculum design and curriculum 
development and evaluation, it was determined that there are many factors 
which may affect the major components of a curriculum model per se. 

These factors were discussed in Chapters Two and Three of this report. 

Factors specific to the Secretarial Programs were identified from 
both the review of the literature which was reported in Chapter Two and 
from the research data that were presented in Chapter Four. 

Factors which are related to or have an influence on a component of 
the model are listed below each component. These factors are numbered 
in the diagrams on the next few pages. 

Factors that may affect the five major components of the monitoring 
model may have either a positive or negative effect on these components 
either collectively or individually or on the factors that are related 
to a component and, hence, on total program effectiveness. Regardless of 
the effect a factor has on any one component, that factor must be taken 
into consideration when monitoring a specific component of the model. 

The factors listed in the paradigm are not necessarily arranged in 
any order of priority; however, Educational Research was placed as the 
first factor for each component because of the important role this factor 


plays in curriculum development and to give continuity to the model. 


Monitoring Component Factors 


There were two major factors that were identified which could affect 
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the Monitoring Component. These two factors are: Educational Research - 
1.1, and Educational Resources - 1.2. 

Educational Research - 1.1 The findings of any piece of educational 
research that has been completed or that will be conducted into the 
effectiveness of a secretarial program, or research that is directed 
toward an educational institute, could have an effect on how monitoring 
activities are determined, managed, and conducted when the model is 
used. 

As further progress is made in educational research and research 
methodology, these data resulting from this research could become part 
of the foundation for the monitoring component. 

Educational Resources - 1.2 Educational resources is a generic term 
that includes both the financial and personnel resources that an insti- 
tute has to devote to a program. 

Both of these factors have to be assessed when a program is moni- 
tored to determine what direction the program will take. 

One of the first activities to be conducted when a program is moni- 
tored is to identify the "Purpose Selection" which includes the assess- 
ment of the value of the monitoring activity. 


The Monitoring Component with Factors is shown on the following 


page. 
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Curriculum Component Factors 


Institutional Philosophy - 2.0 


The philosophy, the aims that support that philosophy, as well as 
the broad objectives of an institution, help to guide in the selection of 
the educational programs of an institute. The selection of both the 
goals and the general and the specific objectives of that program are 
derived from the program philosophy. The specific objectives of a 
program must be in harmony with the broad institutional objectives 
(Johnson and Grafsky, 1973). 

There are three factors which affect the Institutional Philosophy 
Component of the model: Educational Research - 2.1, Societal Needs - 
2.2, and Political Decisions - 2.3. 

Educational Research - 2.1 As the role of advanced education in 
Alberta society is researched, the results of that research could help to 
establish the philosophy and the purpose of post-secondary non-university 
institutes in the province. 

Societal Needs - 2.2 The needs and the beliefs of society influence 
the role that society places upon education. The role that education 
plays for a particular society at a particular time in its history will 
help to establish the philosophy of an institution (Education) (Taba, 
1962, Smith, Stanley and Shores, 1957). 

Political Decisions - 2.3 The decisions that are made by political 
powers such as the encumbent provincial government in power, the 
administration of the Department of Advanced Education and Manpower, 


College Boards, the administrative and the instructional faculty of an 


vey : 
ae. ffoe 26,.,,ytavectity tat ites tects a a sat D 
So maitooies a2 ri Save vr fes ,~mptigsiseal onto ; - ved th 
ac!'.Eted Sc. ik ej ~x«it riigiclnns He Yo ate see , ae 
_ 7 
996 margord Jans fo Bevis i brosur =) tan texomap ads & & Ui 8 
ay bres aa sit ecm] adf sities in erect wit most viz 


= 


@ i. 


deremanio: [ano lJogi79c le Sears: we "ti ~ronzadt af a¢ sau 
4 T4nci fot]? er fy cote degie Snes? utthiek 

: ; 

akea¥ Pesca 2 ya<sDianh layne Paxacet s)emewn  allp yo 
Pim; - etnieioa fenes hick 

tenuts fecgavbd tr GLOW agit as bok ~. Ree 


63 alert blurs Moradegrt (Parts Vel eisaihe od .hedasapas abe 
iEseu int~non ytabaqostdate 2elsecudiy ot) axe ieee oe 
<n twony ate diet 


eceeul(Ioi vtalorne to etotisd ens’ Eig ibe an wr fs af ~ 


feitesite 2447 alos eT = ncltacola mee teenie yasicon 
fiw yawdeni até, «i acl talacines s os YoRiSe”d, qhieokseeg 6 

etaT) (eoigwokt) clit itenS wa ™ ve os : - 
(TRO, . cance Bee \ 


langziieg yo eboa sts 4a) syptpineb wf 


a P 


“ett yteeg. ai Samana ce teraiwina 
Tew: Bas coisanyhte Keene 22. 
oo Se AS Ri 


= lo 


164 


institute can all have an influence in establishing an institutional 
philosophy which could generate specific programs for that institute. 

The type of administrative structure, the lobbying conducted, and the 
rapport between the various political groups will determine the influence 
each group has in developing a philosophy for an institute. For instance 
at the time of the study, the governance of the AVC's and the institutes 
of technology were directly under the Department of Advanced Education 
and Manpower and were classified as Provincially Administered Institutes 
while the colleges were under the governance of their own Board of 
Governors. 

The beliefs, attitudes and experiences of those from the Department 
of Advanced Education and Manpower or those who serve on college boards 
will perhaps have the greatest impact on what is selected as a philosophy 
for an institute. A similar view is supported by Saylor and Alexander 
(1966). 

The diagram showing the factors which affect the Institutional 


Philosophy Component of the Model are shown on the next page. 
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Program Objectives - 3.0 

From the broad institutional objectives, the general and specific 
program objectives are formulated. According to Kelly (1979) those 
individuals or groups of individuals involved in this process will have 
the greatest influence on the selection of objectives. 

The accountability movement has been very concerned with determining 
whether program objectives have been met by educators. Surveys, ques- 
tionnaires, and interviews have been used as research tools both by 
inhouse evaluation committees and by educators completing their work on a 
Master's or Doctoral thesis that were directed at determining program 
objectives for a specific program. The objectives of a program need to 
be validated (Johnson & Grafsky, 1973). 

The factors which effect the Program Objectives Component of the 
Model are as follows: Educational Research - 3.1, Student Clientele - 
3.2, Societal Needs - 3.3, Educational Leadership - 3.4, Educational 
Instructors - 3.5, and Educational Resources - 3.6. 

Educational Research - 3.1 Limited educational research has been 
conducted by researchers into the various means of establishing and 
defining program objectives. Educators have shown interest in this 
research and have been involved in developing program and course 
objectives using objectives written in performance terms (Kelly, 1979). 

The results of educational research or experimentation programs that 
are carried out to identify program objectives will influence the moni- 


toring of program objectives. 
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Data in Table 22, pages 133-134, show that there is considerable 
diversity among the program objectives for the secretarial programs that 
are offered in the post-secondary non-university secretarial programs in 
Alberta. Related to these data are data in Table 25, page 147, which 
show that the respondents believe that for the secretarial programs that 
were involved in the research instructors had the greatest influence in 
establishing program objectives. However, the data in Table 27, pages 
151-1523 show that the respondents gave strong support to participation 
by other members of society, particularly those in the business 
community--businessmen, managers, secretaries, and professional 
organizations--in helping them to establish realistic program 
objectives. 

The above data show that there is a definite relationship to the 
findings of educational research in identifying how program objectives 
can be established. 

Student Clientele - 3.2 The previous experiences, the abilities, 
and the goals of the student for whom the program is designed have to be 
taken into consideration when designing program objectives (Johnson & 
Grafsky, 1973). The research data in Table 16, page 118, show that a 
variety of entrance requirements exist for admitting students into the 
secretarial programs in the institutes that were included in this study. 
To meet the educational needs of the diverse student population found in 
participating institutions, various program objectives were established. 
A student's success in a program in part depends upon that student having 


the proper educational prerequisites for admission to the program. 
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Societal Needs - 3.3 The needs of business, industry, and commerce 
for office employees with specialized training will affect the type of 
program required by students in order for them to secure employment upon 
completing the course. A review of current periodicals for business and 
education shows concern by both business leaders and business educators 
that revisions be made to both program objectives and instructional con- 
tent in order to meet the changing needs of business and industry. In 
order for these needs to be heard and acted upon, there must be a mecha- 
nism for promoting dialogue between educators and employers. Secretarial 
programs might use information from advisory committees or surveys to 
attempt to keep program objectives and resulting content current and 
relevant. 

In Table 25, page 147, are data which show that few respondents 
indicated that advisory committees are used to help establish course 
objectives. As well data in Table 26, page 149, show that surveys to 
businesses are not used extensively by institutes involved in the 
research to establish course objectives. 

Educational Leadership - 3.4 The administrative and instructional 
leadership that is available in the A.V.C.'s, the colleges, and the 
institutes of technology will affect the importance given to establishing 
program objectives as well as the processes for evaluating these objec- 
tives. 

Data in Table 27, No. 1, page 151, show that the respondents in the 
research were of the opinion that business educators in participating 


institutes were well informed about the changes taking place in business 
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offices where their graduates would be employed. 

Data in Table 27, No. 6, show that there was a strong concensus 
among the respondents for a need for funds to support curriculum develop- 
ment in the secretarial programs in the province. 

Educational Instructors - 3.5 The educational background, the work 
experience, and the teaching experience of instructors who taught secre- 
tarial programs in the different institutes in the province will have an 
influence on how these instructors develop program objectives. 

Data in Tables 5, 6, 7, 8, 9, and 10 show the education and working/ 
teaching experience of the respondents in this study. 

Data in Table 27, No. 3, show that the respondents were in strong 
agreement that there should be provision made for instructors in secre- 
tarial programs to return to the workforce on a regular basis to upgrade 
their knowledge about technological innovations being incorporated into 
an up-to-date office environment, to refresh their skills, and to learn 
first-hand about changing secretarial careers. 

Educational Resources - 3.6 Equipment and facilities must be in 
Place in order to teach specific program objectives. Not only must this 
equipment and facilities be in place but they must reflect that which is 
found in business if the program objectives are to realistic and rele- 
vant. 

Data in Table 23, No. 16, page 142, show that 17 respondents indi- 
cated that Word Processing Courses would be started in their programs in 
the next year (1980-81). 

The Program Objective Component Factors are shown on the diagram on 


the following page. 
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Program Content - 4.0 

The content of a program is selected in order to achieve the broad 
and specific objectives of that particular program. While the selection 
of content within a program is to some degree subjective, the selection 
should be based upon as complete information as possible (Kelly, 1979). 

The factors which influence the Program Content Component (4.0) are: 
Educational Research - 4.1, Educational Resources - 4.2, and Educational 
PSCC LONG EIA «Si. 

Educational Research - 4.1 The establishment of program objectives 
and program content can be achieved in part by the use of the results of 
educational research. 

Data in Table 23, pages 140-142, show that respondents involved in 
this study were responsible for course content within the programs that 
were included in this study. However, research data also show that a 
number of research participants to be removed from the work force for as 
long as 15 years. These data may have implications for the type or 
relevant content that these participants might include in their course 
content. 

Educational Resources - 4.2 Both the objectives and the content of 
a secretarial program depend upon the most recent equipment and the 
up-to-date facilities that are available for teaching that program. A 
program such as secretarial is highly skill oriented and thus necessi- 
tates funds for facilities and equipment be made available to institutes 


where these programs are offered. 
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Educational Instructors - 4.3 The individual instructor who teaches 
in a secretarial program has the greatest influence on the program con- 
tent. This instructor, according to Kelly (1979), has the responsibility 
for interpreting and implementing the program objectives and the course 
content. 

Data in Table 24, pages 144-145, show the opinions of the 
respondents as to how important 16 factor statements were in influencing 
the establishment of program content for their courses. There was high 
consensus among those involved in the research that an individual 
instructor has a great deal of influence over program content. It was 
for the above two reasons that the "Educational Instructors" Factor was 
added as a factor to the Monitoring Model. 

The diagram on the following page shows the Program Content 


Component Factors. 
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Determining the most effective means of transforming the program 
objectives and the program content into meaningful learning experiences 
for the student is the major responsibility of the instructor. However, 
not only does the instructor need to develop learning strategies to meet 
program objectives, these strategies have to be evaluated in terms of 
what the student did learn both quanitatively and qualitatively. 

The factors that influence the Instructional Methodology and 
Evaluation Component are: Educational Research - 5.1, Educational 
Instructors - 5.2, Student Feedback - 5.3, and Societal Feedback - 5.4. 

Educational Research - 5.1 The learning theories and the findings 
of educational research that has been completed on these theories have an 
influence on instructional methodology and evaluation. 

Educational Instructors - 5.2 The educational background and work 
experience, both teaching and practical, of the individual instructor 
will have an influence on the teaching methodologies they select to pre- 
sent instructional content and the evaluation techniques that are used 
within a program to determine how well that content was taught and 
learned. 

Funds and/or released time are made available to instructors at 
participating institutes to attend in-service programs, workshops, and/or 
conferences. These professional development activities help instructors 
to become aware of educational research that is being conducted or that 
had been completed, new textbooks that are available, new equipment being 


used in offices, and to provide the opporuntity for educators from 
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different institutes to exchange ideas and to take back to their insti- 
tutes "new ideas" for teaching secretarial programs. 

Student Feedback - 5.3 Both the informal and the formal feedback 
received from students will have an influence on the teaching and evalu- 
ation methods used by an instructor. Formal feedback can be secured from 
graduates through the use of research techniques. 

Data in Table 26, page 149, show that some of the respondents made 
use of surveys to their graduates to up date their instructional content, 
teaching and evaluation methodologies. 

Societal Feedback - 5.4 As with student feedback, the feedback 
received from the members of business community with regard to a pro- 
gram's success can be either formal or informal. Formal feedback from 
employers can be secured through the use of such educational research 
techniques as surveys, questionnaires, or interviews. 

Informal feedback can be received through discussions with employers 
who have hired graduates of the program, placement officers, or Canada 
Employment Officers. 

Data in Table 26 show that little use is made of surveys to busi- 
nesses to develop, evaluate or change secretarial curriculum.. 

The diagram showing the Instructional Methods and Evaluation Factors 


is shown on the following page. 
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Figure VII shows the paradigm of the Model with Monitoring and 


Curriculum Components and the Factors that may influence the monitoring 
of any one component. 


The factors that related to each curriculum component of the model 


are attached to the component with double headed arrows to show that an 
interrelationship exists between the component and the factors listed. 
The factors are attached with interlocking arrows to show that each 
factor of a component has an influence on all the other factors of the 
component. 

The complete Secretarial Program Curriculum Monitoring Model with 
its five major components and their factors is shown on the following 


page. 
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CHAPTER VI 


SUMMARY, MAJOR FINDINGS, AND RECOMMENDATIONS 


The final chapter of this report presents a Summary of the Problem, 
the Research Methodology, the Major Findings of the Study and the 


Recommendations resulting from the research findings. 


Summary of the Problem 


The Problem Restated 

The major problem of this study was to design a model which might be 
used to monitor the effectiveness of the secretarial programs' curricula 
that are offered at the post-secondary, non-university institutions in 
the Province of Alberta that deliver this kind of instruction to the 


learner. 


Objectives of the Study 

In addition to the major purpose of the study--to design a 
Secretarial Program Curriculum Monitoring Model--the study had the 
following supporting objectives: 

1. To identify what curricula were available in the one-year 
secretarial programs in the post-secondary, non-university institutions 
in the Province of Alberta. See Tables 22 and 23, pages 133 and 140-142. 

2. To determine what curricula changes in the secretarial programs 
have taken place over the last ten years and how these changes were 
initiated. See analysis of research data for Tables 24, 25, and 26, 


pages 144, 147, and 149. 
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3- To determine the opinions of the academic instructional staff 
who are responsible for teaching courses in secretarial programs on how 
curriculum changes should evolve in order to update or upgrade a 
particular program. See Table 27, pages 151-153, which shows this 
information. 

4. To determine the opinions of administrative staff of secretarial 
programs on the methods that were presently being used to determine the 
effectiveness of the secretarial programs in participating institutes. 


This information is presented in Chapter 4, pages 132-153. 


The Population 

The population for this study included all those administrators (24) 
and instructional staff (65) who had responsibility for either admini- 
stering or teaching secretarial programs in the institutes identified as 
post-secondary, non-university, institutes for this study and where the 
secretarial program was offered. 

This population was not stratified because of its small size which 
was an "academic staff" of approximately 110 in the 16 institutes 
included in this study. The sixteen institutes included 10 Public 
Colleges, two Institutes of Technology, and four Alberta Vocational 


Centres: 


Colleges 


Fairview College 

Grande Prairie Regional College 
Grant MacEwan Community College 
Keyano College 

Lakeland College 

Lethbridge Community College 
Medicine Hat College 

Mount Royal College 

Olds College 

Red Deer College 
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Institutes of Technology 


Northern Alberta Institute of Technology 
Southern Alberta Institute of Technology 


Vocational Training Centers 
Calgary 
Edmonton 


Grouard 
Lac La Biche 


Methodology 

Instrumentation Following a review of the literature on instrumen- 
tation, a questionnaire was specially designed to collect the research 
data (see Appendix B). Prior to being used in the pilot study the 
research questionnaire was reviewed by a specialist in instrument design 
from the Department of Educational Psychology, Faculty of Education, 
University fo Alberta. 

Pilot Study The questionnaire was distributed to a sample of 
instructors and administrators who were included in the total population. 
The individuals selected to be included in the pilot study were selected 
because they were readily available to the researcher and because they 
were knowledgeable about the secretarial programs. 

The purpose of conducting the pilot study were: to determine if the 
items on the questionnaire were free from ambiguity; to determine if the 
proper sequence of questions was used; to determine the average amount of 
time it took pilot study participants to complete the instrument; and 
to determine the face validity and content validy of the statements that 


appeared on the questionnaire. 
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Collection of Data The researcher obtained a list of members from 
the Alberta Business Education Association and from this list identified 
one member, from each institution included in the study, who would serve 
as the intitial contact person at the participating institute. A letter 
and personnel form was sent to each contact person in each of the 16 
institutes. The letter explained the purpose of the study and requested 
the following information: permission to include their institute in the 
study; a complete list of all personnel who either taught or administered 
the secretarial programs in their institutes; and a current institute 
calendar and/or course outlines for the secretarial programs that were 
offered. 

Out of the 16 institutes contacted, 14 institutes provided the 
following: ten institute calendars and eight course outline booklets. 
Telephone communication to the two institutes that did not respond 
resulted in the selection of an alternate contact. 

A package containing an instructional letter to the contact person, 
a covering letter to each respondent in that institute, the question- 
naires, and the self-addressed, stamped, envelopes were mailed to the 
contact person in the 16 institutes. From the 113 questionnaires mailed 
out, 90 or 79.6% were returned. One questionnaire out of the 90 returned 
had to be eliminated. 

Analysis of Data The information received on the 89 completed 
questionnaires was analyzed using the Statistical Package for the Social 
Sciences (SPSS) using the computer in the Division of Research Services 
of the Faculty of Education at the University of Alberta. Two programs 
were selected from the SPSS, one that would yield frequences and percent- 


ages and the other would yield correlations. 
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Major Findings 


The findings of this study were presented in Chapter IV, Analysis of 
Data Collected with the Research Instrument, and in Chapter V, Proposed 
Model for Monitoring the Curriculum of a Secretarial Program. The 


Summary of the major findings of this study are as follows: 


Profile of Respondents 

Data in Tables 1 to 13 inclusive show information regarding the 
respondents included in the research population. There were 65 
instructors and 24 adminstrators included in the study. The majority, 
65/89, 74.7% of the respondents were female and 39/89, 43.8% were between 
the ages of 30 and 40 years of age. 

Sixty out of 75 (80%) respondents had baccalaureate degree or 
higher. 

Seventy-two out of 88 respondents (81.8%) had six or more years 
teaching experience. Twenty out of 77 (26%) of the respondents had two 
or less years of secretarial work experience. The majority, 45/77 
(58.5%) had between 3 to 15 years of experience in an office setting 
working as a secretary. Thirty-one of the 75 (41.4%) respondents 
indicated that they terminated their work experience in an office more 
than nine years prior to them becoming an instructor or an administrator 
in an educational institution. Fifteen of the 77 (19.5%) respondents had 
worked in an office in the past two years or less. 

Seventy-two out of 89 respondents (80.9%) had attended workshops and 


/or conferences in the last two years. 
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Institute and Student Clientele Profile 
Data in Tables 14 to 21 inclusive show information regarding the 
Institute and Student Clientele Profile. 

There were 22 respondents from the four Alberta Vocational Centers, 
51 respondents from the ten public colleges, and 16 respondents from the 
two Institutes of Technolgy. 

The enrollment in the secretarial programs in the province in the 
post-secondary, non-university institutes ranges from over 150 students 
to 1 to 24 students. 

There were a variety of entrance requirements required by students 
for admission into the secretarial programs offered at participating 
institutes. The largest number of respondents 31/85 (36.5%) indicated 
that for an applicant to be admitted to their program that an applicant 
had to meet any one of these entrance requirements--18 years of age or 
have adult status or have a diploma from high school. 

The academic year in the institutes ranged from over 40 weeks to 
26-28 weeks. The academic year was arranged in a variety of ways ranging 
from one continuous period of time to four semester or quarters. There 
were over six different grading systems used to evaluate student perfor- 
Mance in the institutes. A variety of specializations were available in 
the different institutes and some institutes had available for their 
students advanced or diploma programs after the one-year secretarial 


program was completed. 
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Program Curriculum 
Data in Tables 22 to 27 inclusive show information regarding Program 
Curriculum in the secretarial programs in the post-secondary, non- 
university institutes in the Province of Alberta. 
There were a variety of program objectives for the secretarial programs. 
Seventy out of 86 (81.4%) respondents rated objective 9, to provide 
students with basic skills, and knowledge required for stenographice and 
clerical positions, as of "very high importance". Sixty-seven out of 84 
(79.8%) respondents rated Objective No. 4, to prepare students for 
careers in business, industry, and government, as of "very high impor- 
tance". Sixty-seven out of 85 (78.8%) respondents rated Objective No. 5, 
to prepare students for stenographic, clerical, receptionist, clerk- 
typist or bookkeeping positions, as of "very high importance". 

Of the possible 20 courses titles listed, the majority of the 
respondents identified 11 course titles they considered to be compulsory 
in their programs. These course titles were: Typing, First Level; Typing, 
Second Level; Typing, Third Level; English, Basic; English/ 
Communications; Machines; Business Mathematics; Bookkeeping; Shorthand, 
Basic/Theory; Office Procedures; and Machine Transcription. 

Factor No. 2, Individual Instructor's perceptions, was rated by 
83.1% of the respondents as of either "high importance" or "very high 
importance in determining course content in the secretarial programs. 
Factor No. 10, Material and knowledge gained by instructors who attend 
workshops/conference, was rated by 73.2% of the respondents as of either 


"high importance" or "very high importance." 
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Course outlines were developed primarily by either "A committee of 
instructors who teach in same subject area" 25/82 (30.5%) or "All the 
instructors teaching the program have input into all the courses" 28/82 
(34 51%) 3 

Annual surveys to either businesses, graduates, or secretaries were 
generally not used to develop, evaluate or change secretarial program 
curiculum. Occasionally surveys to businesses were used by approximately 
32.4% of the respondents while occasional surveys to former graduates 
were used by 37.9% of the respondents to change and/or evaluate and/or 
develop secretarial curriculum. 

In response to statements dealing with curriculum development in the 
future, 61/73, 73.5%, of the respondents indicated "strong agreement" 
with statement 12, "Program curriculum development committees need input 
from businessmen, managers, secretaries, professional organizations, and 
business educators in order to be effective." There were 53/83 or 64.6% 
of the respondents who "strongly agreed" with statement number 11: "No 
one source of information on what are the characteristics and training 
needs of secretaries should be used to develop curriculum." There were 
15/83 or 18.1% of the respondents who elected to answer this question who 
checked "strongly disagree" on statement number 5, "The Department of 
Advanced Education and Manpower should establish a committee that will 
coordinate the secretarial programs that are in the non-university 
post-secondary institutes in the Province of Alberta." Forty-three out 
of 84 (51.2%) of the respondents indicated "strong agreement" with state- 
ment number 3, "Business educators should have an opportunity to return 


to the work force on a regular basis for updaing their knowledge base." 
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Recommendations 

A number of recommendations which arise out of the results of this 
study are presented in this section. These recommendations are presented 
in two major areas: recommendations arising from the design of the 
Secretarial Program Curriculum Monitoring Model and recommendations 
arising from the research data presented in Chapter IV of this report. 

Care should be taken, however, not to make incorrect assumptions 


about the analysis of these data, or to infer more than is intended. 


Secretarial Program Curriculum Monitoring Recommendations 

This study attempted to design a monitoring model that could be used 
for the continuous evaluation of secretarial programs curricula in post- 
secondary, non-university institutes in the Province of Alberta. 

Included in this model are factors which influence the effectiveness of 
each curriculum component, and, therefore, the effectiveness of the total 
program. This model is a process and is open-ended to facilitate the 
addition of other factors which may be considered as having an influence 
on a curriculum component. 

This monitoring process could be used to evaluate any curriculum 
component of the model. It was not the intent of this study to test the 
model that was designed as this would involve a continuous study over a 
longer period of time. 

It should be noted, however, that because of the inter- and intra- 


relationship of the components and factors of the total model, that any 
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monitoring activities should be conducted equally on all the curriculum 
components. This balance of evaluation processes becomes critical if the 
monitoring activities are used to hold the program accountable rather 
than being used for program development. 

The researcher has formulated the following recommendations as a 
continuation of this study. 

The instructional and administrative faculty in the post-secondary, 
non-university institutes in the Province of Alberta who teach in or 
administer a secretarial program presently have responsibility for and 
are involved in curriculum development for the secretarial programs. 

It is recommended that: 

1. The application of this model be used to monitor the curricula 
of Secretarial Programs in the post-secondary, non-university institutes 
in the Province of Alberta to determine if it is effective or requires 
modification. 

In order for instructors and administrators in the secretarial pro- 
grams be kept up to date on the research findings of current educational 
research on curriculum development, it is recommended that: 

2. Part of the content of Professional Development Programs include 
reports on the findings of educational research that are specifically 
related to curriculum development for business education programs. 

There are a number of ways in which program objectives and course 
content are being selected in the different programs within the post- 
secondary, non-university institutes in the province. As this is a major 
responsibility of instructors in the secretarial programs, it is 


recommended that: 
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3- Business education instructors and administrators must become 
active in curriculum development and curriculum evaluation activities 
that may influence the effectiveness of their programs. 

Curriculum development and curriculum evaluation activities by 
instructors and administrators can only be effective if these activities 
receive the full support of the administration within each institute. 
Therefore, the following recommendation is made: 

4. That Post-secondary, non-university institutes' administrators 
must provide financial and personnel support for curriculum development 
and curriculum evaluation activities of their staff responsible for 
administrating or teaching a secretarial program. 

The curriculum development and curriculum evaluation activities in 
post-secondary non-university institutes can only be achieved with the 
Support of the Department of Advanced Education and Manpower. It is 
recommended that: 

5- The Department of Advanced Education and Manpower take an active 
leadership role by providing financial support and recognition to 
business educators in the post-secondary, non-university institutes for 


their work in curriculum development of secretarial programs. 


Recommendations from Research Data 
The following recommendations are made as a result of research data 


from this study. It is recommended that: 
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1. That Post-secondary, non-university institutes review their 
professional development policies and that the opportunity be made 
available to instructors to return to the work force ona regular basis 
for upgrading their knowledge about secretarial careers and to learn of 
the most recent innovations in the world of business. 

2- That Post-secondary, non-university institutes provide profes- 
sional development time as well as financial assistance to instructors 
for them to attend seminars, workshops, and conferences that will assist 
them with curriculum development activities for secretarial programs. 

3- That administrators of institutes and administrators of Secre- 
tarial Programs in particular review the evaluation and grading systems 
presently being used for these programs. At the time of this study five 
or more different grading systems were in use in the 16 institutes who 
participated in the research. This 757" variety approach to evaluating 
student performance may cause some difficulty for students transfering 
from one post-secondary institution to another and/or cause employers 
difficulty in interpreting student achievements. 

4. That administrators of institutes and administrators of Secre- 
tarial Programs critically review the use of Advisory Committees for 
designing and evaluating program curricula. 

5. That instructors and administrators of Secretarial Programs 
become more active in their lobbying efforts with government officials 
and administrators of the Department of Advanced Education and Manpower 
to make the individuals acutely aware of the needs of business education 


curriculum development. 
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Recommendations for Further Studies 
The scope of this study was very broad and included many areas of 
research which were not investigated but which could be consider for 
further study. Based on the findings of the research, the researcher 


recommends that the following studies be undertaken. 


The model developed as a result of this study be pre-tested in an 


actual evaluation setting to determine if the model is realistic. 


A research investigation be made to determine the validity of a 
common system of grading to be used with all secretarial programs. Mhis 


recommendation is made to reduce the number of grading systems used. 


An investigation be made to design reliable instruments that could 
be used to secure both student and society feedback on both program 
objectives and course content. This recommendation is made because 


validated instruments for secretarial programs do not exist. 


A study be made of the role and function of Advisory Committees for 
Secretarial Programs to determine whether or not the terms of reference 


established for these committees is realistic. 


An objectives writing team be established to write general 


objectives for the Secretarial Program that are realistic and relevant. 
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APPENDIX A 
COVERING LETTERS 
This appendix includes a sample copies of the following letters: letters 
that were sent to each contact person with attached personnel form, 
letters that were sent to the pilot study respondents, the instructional 
letters that were sent to the contact persons, and the individual 


letters that were sent to each respondent with the questionnaire which is 
included in Appendix B. 
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GRANDE 


Letter No. 1 - sent to individual 
[> RAI R | F contacts within the institutes 
GRANDE PRAIRIE, ALBERTA T8V 4C4 — TELEPHONE (403) 532-8830 92 
Box 275 
Grande Prairie, AB 
T8V 3A4 


REGIONAL 
COLL EGE individuals) 


Dear 3 

I am writing to ask for your help and cooperation in completing the 
research for my thesis which I am presently working on as part of my 
Masters Degree from the University of Alberta. 


I have chosen the following topic: "Developing a Curriculum Model for 
one-year Secretarial Science Certificate Programs in Post-Secondary Non- 
University Institutes in Alberta." I feel that this is a very relevant 


topic to the work we are attempting to do in this province at our various 
institutes. With the rapid changes in technology and job requirements of 
the secretarial work force, it is imperative that we as educators attempt 
to change our curriculum to meet the needs of our students as well as 
business and industry. It is my hope that through this study there will 
be a consenses of opinion among those who are the administrators and 
instructors of such programs that will give us direction to improve the 
curriculum in our programs. The results of this study I will be willing 
to share with you. 


Would you please fill out the attached questionnaire and return it to me 
at your earliest convenience in the enclosed envelope. As you can see 
from the questionnaire I am requiresing two things: 1. the names and 
positions of all personnel within your institute who either administer or 
instruct within the secretarial science program and permission to send 
questionnaires for them to fill out and 2. your latest institutional 
calendar giving a description of your program and/or course outlines for 
the first year courses. 


It is my hope to have this study completed by the fall and the question- 
naires in your hands within the next month. If you have any questions 
about this study, you can contact me at the college by phoning 532-8830, 
Ext. 232 or at home 532-2575. I have received permission from the 
college to have mail sent to me by courier service from the institutes 
that use this service. 


I look forward to hearing from you. 
Yours truly, 


Irene Nicolson, Secretarial Science Instructor 
Enc aui) 
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(Attached to Letter No. 1) 


THESIS SURVEY NO. 1 - Irene J. Nicolson 
Please complete and return to Irene Nicolson as soon as possible in 
the enclosed self-addressed envelop. 


INSTITUTE 


ADMINISTRATORS (Please list all administrators who are responsible 
for the secretarial programs in your institute to a maximum of three 


starting with the lowest level.) 


NAME POSITION 


INSTRUCTORS/TEACHERS (Please list all instructors who teach in your 
secretarial science program or equivalent pro- 
grams.) 

Please use reverse side for any additional names. 


NAME YEARS OF TEACHING EXPERIENCE 


PROGRAM CALENDARS AND/OR COURSE OUTLINES - Please check if applicable 
I am enclosing our latest calendar 
I am enclosing course outlines 


I will forward at a later date calendar /course outlines : 
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GRANDE 
PRAI RI E Letter No. 2 - sent to individuals who 


were part of the pilot project. 204 
GRANDE PRAIRIE, ALBERTA T8V 4C4 — TELEPHONE (403) 532-8830 


were 


REGIONAL 
COLLEGE 


1980 04 29 


(Addresses to individual contacts) 
Dear : 


Thank you for agreeing to be a part of my pilot project for my thesis 
questionnaire. 


The topic of my thesis is "Developing a Curriculum Model for the one-year 
Secretarial Certificate Programs in the Post-Secondary, Non-University 
Institutes in Alberta." Therefore, the questionnaire is directed to all the 
Alberta Vocational Centres (A.V.C.), the colleges, and the two institutes of 
technology. For the purpose of this questionnaire the total population of 
my research will be referred to as "institutes". 


The questionnaire deals only with the one-year programs as many of the 
institues only have one-year programs. 


The questionnaire is divided into three main sections: Part A - 
Respondent's Profile, Part B - Institutes and Student Clientele Profiles, 
and Part C - Program Curriculum. Although the questionnaire looks extremely 
long, most questions require only a check mark and hopefully will not 
require an excessive amount of your time. I would request that you feel 
free to add your comments to each section where space is provided. 


Pleas evaluate the questionnaire keeping in mind the following points: 


1. Are there any questions that are ambiguous or difficult to understand? 
2. Are the questions sequenced properly? 
3. Approximately how much time was required to complete the questionnaire? 


I would appreciate your returning the questionnaire to me at your earliest 
convenience. I have provided a self-addressed envelope. Please return by 
courier service if your institute has this available. 


Yours truly, 
Irene Nicolson 


Enc. Questionnaire 
Envelope 
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Letter No. 3 - sent to contact along 
with the questionnaires. 
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GRANDE PRAIRIE, ALBERTA T8V 4C4 -— TELEPHONE (403) 532-8830 


REGIONAL 
G@ELEGE 


1980 05 14 


(Addresses to individual contacts) 
Dear si 


Thank you very much for agreeing to be my contact person at your institute. 
Enclosed you will find questionnaires and letters that I would ask that you 
distribute to the instructors and administrators directly involved in the 
secretarial programs. 


The topic I have selected for my thesis is "Developing a Curriculum Model 
for the One-year Secretarial Certificate Programs in the Post-Secondary 
Non-University Institutes in Alberta." Therefore, the questionnaire is 
directed to Alberta Vocational Centres, the colleges, and the two institutes 
of technology. For the purpose of this research, the total population of my 
research will be referred to as "institutes". The research deals speci- 
fically with one-year programs only. 


The questionnaire for this study is divided into three main sections: Part 
A - Respondent's Profiles, Part B - Institutes and Student Clientele 
Profiles, and Part C - Program Curriculum. Although the questionnaire looks 
rather long, most questions require only a check mark. The results of the 
Pilot study show that it takes less than 30 minutes to complete the ques- 
tionnaire. I would request that you feel free to add your comments to each 
section where space is provided. 


Will you please encourage the respondents from your institute to return the 
questionnaire to me by May 30, 1980. All information provided to the 
researcher will be treated as privileged information. Thank you for your 
help and cooperation. If I have not provided sufficient questionnaires, 
please let me know or feel free to duplicate extra copies. 


VOURSmEE TEU avis 


Irene Nicolson, Instructor 
Enc. 1. Questionnaires 

2. Letters 

3. Envelopes 


mie. : ize ie | - whee Va ae eo oal==3p8 ediney ipell 7e. 
fioy Jeet!) Sea byiGe 7 a%9 eyairel faa SPT LAG. 4a wor fave thiw's . 
, re? “net sy [ci Visa iib 2rotesls Laighs ip, = oe wa oP 


labo. aniteoisae € pnarol4yet™ wf efeans Ye Yas toese fem wt 

wa eto “78 st? ei Geese a eat d isa Lecraseinet aoy 

“sj «tlenciseuwp an) .4.67oet00 “lero ta Pe 
@arie filicceS Ba . apie (oy . wis Birk © rakeenpev: aptedi“ ¥ 
C we Jeger at eee 1 ia adel Wo ete — ea9 Pe a x 
-ipen® s2fest hremet at oe iri end = S teetste: of tt 
“Wino. am677oag 2eeq-onD — 


uyed- :aboticet:. nses Sat) ofes, Hee B)-Zbure alt 7 SAO 
Sietrati 4445000 bot satcaltesl & a 44ed elite utp ane a 

Ace! otienncisacewr Sl Abnioyi! 1s Sho lV) eo <-> weet bs Mf sath 
“2 35 lies . tte wotes 0 vine sh ups enol ra : 
-¢hop am) at=hi@~ op acwuide GZ Welt ciel waite ae 
fovea ww 2icsewie wow ble of ev?" lee? lov don pee che 
-Ussvor? a2 eye os 

‘ 


<r. poeta of. wus ian. mwoy ss) %F “ey! ry “pesponne 

a heh sve2g itl awe ee = yonae: ee © 

teey 204 wor Scar’ §38 fesse ost ten-ic~ ws se Babee ial i 
»seilanncl{sen Inei=) fue) fe6ivoad: Jon e4 cit s 


# erasgco €f7xo S462. it ere eerss tam - ee" 


Os ode 


GRANDE 
PRAI R | Letter No. 4 - sent to individual along 


with the questionnaires. 206 


GRANDE PRAIRIE, ALBERTA T8V 4C4 — TELEPHONE (403) 532-8830 


REGIONAL 
COLLEGE 


1980 05 14 


(Addresses to individual contacts) 
Dear : 


In addition to teaching in a Secretarial program at this College I am also 
completing the requirements for a Master's Degree at the University of 
Alberta. Part of the requirement for that Degree is to complete a Thesis. 
Because of my interest in curriculum design and development the topic I 
have selected is "Developing a Curriculum Model for the one-year 
Secretarial Certificate in Post-Secondary Non-University Institutes in 
Alberta." 


The small number of Alberta Vocational Centres, Colleges and Technical 
Institutes that offer a one-year secretarial program, makes it possible to 
include all of them in the research. As either an Instructor or an 
Administrator of such a program, I would like you to participate in this 
study by completing the enclosed research questionnaire. As a participant 
all you have to do is complete the questionnaire and place it in the 
enclosed self-addressed, stamped envelope and return it to me no later than 
May 30, 1980. At that time an analysis will begin of the data that have 
been collected. The results of a pilot study show that the questionnaire 
can be completed in in less than half an hour. 


All information that is provided to me will be treated as privileged infor- 
mation and will be destroyed when the study is concluded. 


A copy of the Research Abstract will be sent to those who participate in 
the study. 


Yours truly, 


Irene Nicolson 
Instructor 
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APPENDIX B 
QUESTIONNAIRE 


In this appendix can be found a sample copy of the research questionnaire 
that was used to collect data for the study. 
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QUESTIONNATRE 


SECRETARIAL PROGRAMS CURRICULUM DEVELOPMENT 


Secretarial programs have been in operation in public sponsored, 
non-university, post-secondary institutions in the province of Alberta 
for over a decade, but little research has been carried out to monitor 
_ the effectiveness of these programs, at least on a provincial-wide 

basis. . 


Many changes have taken place in business practices in recent 
years and these changes are occurring at an accelerated rate. The 
secretarial program curricula that was designed and incorporated a 
decade ago may not be as relevant or as effective in meeting today's 
needs as it could be. 


This research is being undertaken to determine how curriculum is 
developed and evaluated in the post-secondary, non-university institutes 
in the Province of Alberta in the secretarial one-year programs. 


This questionnaire that was designed for this study is divided 
into three main sections: Part A - Respondent's Profile, Part B - 
Institutes and) StudenteClientele Profiles; and Part C — Program 
Curriculum. Although the questionnaire looks rather long, most state- 
ments can be answered with a check mark and hopefully will not require 
an excessive amount of your time to complete. Pilot study participants 
took an average of 30 minutes to complete the questionnaire. 


No one is better prepared than you, the instructors and adminis-— 
trators of secretarial programs, to provide the researcher with know- 
ledge of the programs within the various institutes in the Province 
of Alberta. Please complete the questionnaire to the best of your 
ability and personal convictions. If important aspects of this 
questionnaire have been overlooked, please make a note of them at the 
end of each section of the questionnaire where space has been provided. 


. Please return the completed questionnaire by May 30, 1980 in the 
self-addressed, stamped, envelope. 
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2. 


PART A - RESPONDENT’S PROFILE — 


The objective of this section of the questionnaire is to obtain ee 
Anformation about the instructors and administrators who are ee Oe 
employed in the institutes in the post-secondary, non-university 

Abberta Vocational Centres, the colleges, and the technical 

anstrtutes, relevant to education, experience, ete. 


Please check the appropriate space. 
I. POSITION PRESENTLY HELD 


1. Full-time Instructor 

2. Part-time Instructor 

3. Full-time Administrator 

4. Part-time Administrator/Part-time Instructor 
5. Other, (Please specify) 


1. Male 2. Female 


III. AGE 


1. 30 years of age or younger 
2. 31 to 40 years of age 

3. 41 to 50 years of age 

4. 51 to 60 years of age 

5. 61 to 65 years of age 

6. 66 years of age or older 


IV. INSTITUTES WHERE PRESENTLY EMPLOYED 


pee lcm. GC. eca leary 

__ 2. A.V.C. - Edmonton 

pe. A.V. C-) —sGrouard 

___ 4 + A.V.C. - Lac La Biche 

___ 5. Fairview College 

____ 6. Grande Prairie Regional College 
___ 7. Grant MacEwan Community College 
____ 8. + Keyano College 

____ 9. + Lakeland College 

__10. Lethbridge College 

__11. Medicine Hat College 

___12. Mount Royal College 

___13. Northern Alberta Institute of Technology 
__14. Olds College 

35. Red Deer College 


Southern Alberta Institute of Technology 
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VI. 


VII. 


EDUCATION - HIGH SCHOOL/POST-SECONDARY 


Please indicate the secretarial/business education you 
received before entering the teaching profession. 


1. High School Secretarial Business Education 

2. One-year Public Post-Secondary Secretarial Business 
Education 

3. Two-year Public Post-Secondary Secretarial Business 
Education 

4. Private Secretarial Business Education College 

5. Secretarial Business Education Major at University 

6. Secretarial Business Education Minor at University 

7. No formal Secretarial Business Education training 

8. Other, (please specify) 


UNIVERSITY EDUCATION 


Please indicate the highest degree you possess as recognized 


by the Province of Alberta or the institute where presently 
employed. 


Reet Be AY DO ie. Ed: 
p24 8 Ed: seep wed 
mit) BS com. Toke tae 
42 bide (Buses Ud Major) esl0-) Other. (please: specify) 
eer owos Bee A plus) begged: 
____ 6. B. Ed. or B. Com. plus 
Diploma or one year towards 
Master's Degree 


WORK EXPERIENCE 


Please indicate the total amount of secretarial work 
experience that you have. (round off to nearest year) 


1. less than 2 years 4. 11-15 years 
2. Sh—seoeyears De LO = z0syears 
3. 6-10 years 6. over 20 years 


Please indicate approximately how recent your secretarial work 
experience is. (round off to nearest year) 


. 12-14 years ago 
15 - 18 years ago 
. 19 - 21 years ago 


1. less than 2 years 
2. 3-5 years ago 
3. 6 - 8 years ago 
ji 
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VIII. TEACHING EXPERIENCE 


Please indicate the number of years you have been teach/ 
instructing in the institute in which you are presently 
employed. (round off to nearest year) 


1. 25 or more years 
2. 20 to 24 years 
3. 15 to 19 years 
4. 10 to 14 years 


) meOmt OL9nyears 

Cpu eLOeDeveats 

Pome letOezeyears . 
8. less than one year 


Please indicate the total number of years of teaching/ 


instructing experience that you have. (round off to nearest 
year) 


1. 25 or more years 
2. 20 to 24 years 
3% 15) to 19) years 
4. 10 to 14 years 


DePmOeLO 9s years 
63 Bo tO >) years 
7mm lato! 2 years 
8. less than one year 


IX. CURRICULUM COURSES 


Please indicate the number of curriculum development or 
program development courses you have completed at the 
university level. 


1. over 10 courses 4.8 18tos3acourses 
2. 7 to 9 courses - 5. none 
3. 4 to 6 courses 


| 
| 


X. PROFESSIONAL DEVELOPMENT 


Please indicate the professional organizations of which you 
are a member. 


Alberta Business Educators’ Association 

Business Education Council - A.T.A. 

National Secretaries’ Association 

National Business Education Association 

Canadian Association of Business Education Teachers 
Chamber of Commerce 

Phi Delta Kappa 

Others, (please specify) 


ONNDULWHH 
e e 


Have you attended a worxshop or conference on business 
education in the past two years? 


1. yes #4 yale) 


PLEASE ADD ANY COMMENTS. ON THIS SECTION ON THE BACK OF THIS PAGE. 
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PART B - INSTITUTE AND STUDENT CLIENTELE PROFILES 


The objective of this section of the questionnaire is to obtain 
Anformation as to where there are similarities and differences 
amoung the institutes included in this study reagarding enrollment, 
entrance requirements, grading systems, etc. 


I. STUDENT ENROLLMENT 
Please indicate the approximate number of full-time students 


registered in the one-year secretarial programs in your 
institute during the 1979-80 terms. 


onl. e.over .150 pee ee ato 7 4 
2 cee 2 ator 149 er 0. ee eLOL4GS 
eS LOD Eton 124 ee lator 24 
ae, Yin W/EP RCE) 


II. ENTRANCE REQUIREMENTS 


Please indicate the entrance requirements that must be met 
by a student in order to be admitted to the one-year program. 


1. Completed grade 10 

2. Completed grade 11 

3. 17 years of age plus one year out of school 

4. 18 years of age or adult status or High School Diploma 

5. High School Diploma 

6. High School Diploma plus successful completion of 
entrance tests. Please specify tests: 


7. High School Diploma with minimum grades in specific 
subjects, please specify subjects and minimum grades: 


8. Other, (please specify) 


III. ACADEMIC YEAR LENGTH FOR ONE-YEAR PROGRAMS 


1. over 40 weeks (please specify) 

2. 38 to 40 weeks 

3. 35 to 37 weeks 

4. 32 to 34 weeks 

5. 29 to 31 weeks 

6. 26 to 28 weeks 

7. less than 25 weeks, (please specify) 
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IV. 


VI. 


Please indicate how the academic year of your institute is 
organized. 


1. one continuous period of time 
2. two semesters 

3. three semesters or quarters 
4. four semesters or quarters 

5. on a weekly bases 

6.- other, (please specify) 


GRADING SYSTEM 


‘Please indicate the grading system used in your institute. 


1. percentile 4. pass, honors, incomplete 
2. nine point (1-9) Se TASS BSC) (Dr aCr 
SO tog 6. Other, (please specify) 


In the above grading system, what minimum grade is Poneidered 
a pass? 


SPECIALIZATIONS 


Please indicate what specializations are available to students 


enrolled in the one-year secretarial programs in your institute. 


1. Shorthand or Accounting 

2. Accounting, Data Processing, or Receptionist-typing 
3. Receptionist-typist or Secretary-Stenographer 

4. Accounting or Administrative 

5. No specialization 

6. Other specializations, (please specify) 


ADVANCED OR DIPLOMA PROGRAMS AVAILABLE 


Please indicate if there is a second-year/diploma program 
which students who successfully complete the first year are 
able to take at your institute. 
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PART C - PROGRAM CURRICULUM 


The objective of this section of the questionnaire 44 to determine 
whether there 45 a core curricukum in the one-year secretarial 
programs on to what extent the insitutes agree on the core currteulum; 
to determine how curriculum is developed, changed, or evakuated in 
the institutes in the Province of Alberta. 


I. PROGRAM OBJECTIVES 


Below are a list of possible program objectives. 
extent do each of these apply to your institute? 
rate them according to the following scale. 


RESPONSE KEY 
-1. Of no importance or not applicable 
2.8) Of low*importance 

3. of medium importance 

4. of high importance 

extremely high importance 


to provide training for the secretarial 
job market in own area 


to provide basic skills in business 
subjects 


to provide remedial courses and train- 
ing for students who do not meet entrance 
‘requirements 


to prepare students for careers in business, 
industry, and government 


to prepare students for stenographic, 
clerical, receptionist, clerk-typists, or 
bookkeeping positions 
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PROGRAM OBJECTIVES continued 


1D ke 


2s 


ae 


14. 


15. 


16. 


17. 


RESPONSE KEY 
1. of no importance or not applicable 
2. of low importance 

3. of medium importance 
4 

i 


- of high importance 
of extremely high importance 


to prepare students for employment as 
accountants or accountant assistants 


to prepare students for legal i 
offices 


'to prepare students for medical offices 


to provide students with basic skills, 
and knowledge required for stenographic 
and clerical positions 


to provide refresher courses for students 
with previous training 


to provide students with an opportunity 
to develop good human relations and 
good inter-personal relationship skills 


to provide training for secretaries 
already in the work force in order that 


- they may be kept up to date on the changes 


taking place in the office 


to provide high school students with 
business training the opportunity to 
further their training 


to provide students with basic knowledge 
and skills which can be expanded through 


further training or job experience 
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II. COURSE CONTENT 


Please indicate by circling the appropriate number the status 
of the following courses in the program of studies of the one- 


year secretarial program in your institute using the following 
criteria: 


' 1 - Required or Compulsory Course in the program 
2.- Option-- but students are encouraged to take 
ree --this course 
3. Free Option - students are free to choose this course. 
4 - A pre-requisite for entry into the program 
> - Not included in the one-year program 
please check the box at the end of each course 
if you are planning to include this course next 
year, 1980-81. 


Please note the description is include merely as a guide, exact 
content or exact minimum standards should only be looked at as 
guide and not an absolute standard. 
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1. TYPING - First level, Beginning or Elementary PO eat 
- keyboard mastery, approximately 25 net words lee eee 
per minute Tea2gi oy 45-5 [ 
2. TYPING - Second level/Intermediate 
- approximately 45 net words per minute leo 253: 54925 C] 
3. TYPING - Third level/Advanced 
- approximately 55 net words per minute deg 203) 4:95 ia 
4. ENGLISH, Basic/Elementary - grammar 
punctuation, vocabulary building, etc. sb yd Shey. 'S) CI 
5. ENGLISH/COMMUNICATIONS - letter writing 
report writing, oral communications, 
listening skills, etc. ie eee ete) C] 
6. MACHINES - use of ten-key adding machine, 
electronic calculators, etc. 1et2e 32 4-5 ia 
7. BUSINESS MATHEMATICS - adding, subtracting, 
multiplying, division, decimals, percentage, 
fractions, etc. 1, 4s fase as) CJ 
8. BOOKKEEPING - accounting cycle, payroll, 
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II. COURSE CONTENT - continued 
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16. 


17. 
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20. 
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ACCOUNTING - accepted for credit towards 


RemleeAes)G-)GeeAw Cir eA. Orsuniversi ty, 
transferable. 


SHORTHAND - Basic/Theory - approximately 
80 words per minute on practiced material 


SHORTHAND ~ Second Level/Dictation and 
Transcription - 80 words per minute for 
three minutes, unpracticed material 


OFFICE PROCEDURES - basic office organization 
mail, telephone, travel, filing, meetings, 
etc. : 


MACHINE TRANSCRIPTION - produce mailable 
and/or timed production from machine 
dictated material 


LEGAL OFFICE PROCEDURES 


DATA PROCESSING - concepts and/or hands on 
experience with D. P. equipment 


WORD PROCESSING - concepts and/or hands on 
experience with W.P. equipment 


MEDICAL OFFICE PROCEDURES 
ADMINISTRATIVE MANAGEMENT 
WORK EXPERIENCE - on the job training 


WORK SIMULATION - model office 


Please add any additional courses that are offerred 


the one-year students through your program. 
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III. 


CURRICULUM EVALUATION 


In your institute, when course content is being reviewed 
or changed, how important do you think the following are 
in influencing any changes that may take place. Circle 
the appropriate number using the following criteria: 


RESPONSE KEY 


no importance 3 5 = 
1 = oO 
ow importance =) a? 
medium importance 3 = 4 
high importance nm Oo = 
4H wm Oo 
extremely high importance > HW 
; , A a2 5 4 
basis on which to judge =) > 
set SG ee 
fF ash 
| ts 
ioe 
I 1 ft 
1. Content of textbook being used lgezes 
2. Individual instructor's perceptions il 3 
3. Results of follow-up surveys of graduates liom 2a 
4. Results of follow-up surveys of businesses ih eh 4s} 
5. Course outlines from other institutes in 
the Province of Alberta 2 eS 
6. Advisory Committee recommendations 2 eS. 
7. Course outlines from other institutes 
in Canada 1 S25 
8. Course outlines, brochures, calendars 
from institutes in the United States he FES 
9. Course content of university courses 
‘completed by instructors eS 
10. Material and knowledge gained by instructors 
who attend workshops and conferences bho A) SI 
11. High School curriculum guides ih 28 
12. Visits to businesses in your service area Th #4 88) 
13. Knowledge gained by instructors who have 
returned from a sabbatical as a member of 
work force Lie2 aS 


14. Knowledge gained by having exchange 
instructors from other institutes nb x) 
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III. 


CURRICULUM EVALUATION - continued 
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15. Knowledge gained from newly appointed Feta th> tera 
instructors de 258364. 857) 0 
16. Knowledge gained by instructors in 
the work force prior to becoming : 
instructors We 25.3574 Se 0 


Please indicate who develops course outlines in your institute 
by checking one of the following: 


1. Instructors teaching the course independent of other 
instructors teaching in the same subject area. 


2. A committee of instructors who teach in the same 
subject area. 


3. A committee of instructors who teach in a variety 
of subject areas. 


4. A committee of instructors and administrators. 


5. All the instructors teaching the program have input 
into all the courses. 


6. A committee of instructors, administrators and 
Advisory Committee members. 


7. Other, (please specify) 
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Please circle the appropriate letter to indicate whether the 


following procedures are used in your institute to 

(D) develop, (E) evaluate, and/or (C) change curriculum 
in the secretarial programs. Check (NA) if the method 
described is not used at all. You may circle one to 
three letters. 
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1. Annual surveys are sent to businesses in the 
service area. DE 
2. Annual surveys are sent to former graduates 
of the program. DE 
3. Annual surveys are sent to secretaries in 
the work force. D&E 
4. Occasional (every third or fourth year) 
surveys are sent to businesses in the 
service area. DE 
5. “Occasional (every third or fourth year) 
Surveys are sent to former graduates. DE 
6. Please specify other methods used to 
develop, evaluate or change curriculum. 
DE 
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IV. CURRICULUM DEVELOPMENT IN THE FUTURE 


Please evaluate the following statements by circling the 
appropriate number using the following criteria: 


RESPONSE KEY 


Strongly Agree 
Agree 


Undecided (Neither) 
Disagree 
Strongly Disagree 


Business educators instructing in post-secondary 
institutes are well informed about the changes 


taking place in the business office. 


There should be a provincial resource centre 
established to help business educators in the 
post-secondary institutes with curriculum 
development. 


Business educators should have an opportunity 


to return to the work force on a regular bases 


for updating their knowledge base. 


Post-secondary institutes should continue 
to have complete autonomy in setting up their 
secretarial programs and courses. 


The Department of Advanced Education and 
Manpower should establish a committee that 
would coordinate the secretarial programs 
that are in the non-university post-secondary 


‘institutes in the Province of Alberta. 


Funds should be made available from the 
Department of Advanced Education and Manpower 
to professional business associations to help 
in researching and coordinating curriculum 
development for business education in the 
Province. 


To give greater public recognition and status 
to the institutes'secretarial certificates 
currently being given graduates, a new 
certificate that would be provincial wide be 
granted. The provincial certificate would be 


issued after the student successfully completes 
provincial tests that have been established by 


a committee. 
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CURRICULUM DEVELOPMENT IN THE FUTURE - Continued 


8. A provincial committee should be established 
to review articulation between business 
education programs offered at the secondary 
school level with business education programs 
offered at the non-university post-secondary AA U D SD 


institutes Le 2aeoe oan} 
9. Questionnaires sent to secretaries who are 

in the work force provide one source of 

information for curriculum development. 2 oe eae 
10. Businessmen and managers have only a limited 

perspective on how secretaries should be 


trained. Lee 2 eS Ge 


11. No one source of information on what are the 
characteristics and training needs of secre- 
taries should be used to develop curriculum. 1 2 3 4 5 


12. Program curriculum development committees 
need input from businessmen, managers, 
secretaries, professional organizations, 
and business educators in order to be ee 
effective. 
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PLEASE ADD ANY COMMENTS ON THIS SECTION HERE 


The researcher wishes to thank you for your time in answering this 
questionnaire. 
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APPENDIX C 


Verbatim Responses of Research Participants to the Open-Ended Questions of 
Part C - Program Curriculum as well as Comments that participants made 
relating to the questionnaire are found in the appendix. 
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PART C - PROGRAM CURRICULUM 


I. Program Objectives 


It would be very difficulut not to score 5 for most, since the objectives 
are common to all institutes. 


Re-evaluating programs(s) at present--our clientele from the work force 
(evening students) is to be our major focus in the coming years. 


to train students as rapidly as possible to meet acceptable standards in 
clerical field in a rapidly expanding town with high turnover. 


to provide secretarial training that will produce competent employees for 
any geographical area (English speaking only). 


II. Course Content 

Spelling and Vocabulary 

In that several programs exist within the umbrella of Business Education, 
the response in and instance may not apply to all programs and vice 
versa. 

Personal Development 


Personal Development 


Life Skills Modules 
Personal Development 


Spelling and Vocabulary 
Economics ("Acctg. for General Bus." course only) 


Medical Dictatyping 
Legal Dictatyping 
Medical Office Record Keeping 


Professional Development 
Payroll Acctg. 1 Human Relations 
Administr. Office Principles 


Marketing 20 


Filing and Reprographics 
Intermediate Bkkpg. Payroll II 
Accounts Payable & Receivable 


Payroll (one-write system) 
Accounts Payable 
Accounts Receivable 
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Course Content cont. 


Personal Development 
Filing 
Human Relations 


Human Relations 
Personal Development 


Personal Development (approx. 30 hours) 
Visiting Lecturers - Assertiveness Sessions, Clothing Sessions (D.H. 


Economist, Job Interview "Role Playing" 
Human Relations 


Human Relations 
Speech 


Introduction to Business for Secretaries 

A second level of Accounting 

ee eC istehCuUlUMmavalltiatiloOn 

Part two - 

Coordinator and Senior Instructor 
Coordinator and Senior Instructor 

Individual Instructor and Advisory Committee 


Advisory Committee, other Instructors and Dept. Head have input 


xNa) 


Instructors teaching the course in consultation with other instructors 


teaching in the same subject area. 


Director from main campus with individual variations according to 
training, personality, etc. of instructor. 


All of these groups meet before course content is finalized. 


Initial development is as per 1 above but all others from 2 - 6 have 
impact throughout the curriculum review and approval by our Academic 
Councils « 


All instructors try to establish that items we all feel should be 
included in the l-yr. program are, in fact, taught in one or another 
our courses. 
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III. Curriculum Evaluation - cont. 


Part three - 


Evaluation of new texts, kits, etc., current literature 
Present student feedback 

Advisory Committees 

Attendance at various professional development seminars 
Talking with former students 

Advisory Committee recommendations 


Working in field by instructor and contacts to people working as medical 
secretaries. 


Staff turnover in our area makes it difficult to (1) undertake surveys, 
(11) encourage sustained P.D. efforts. A more comprehensive professional 
development program is very badly needed. 


Advisory Committee 
Occasional surveys are sent to secretaries in the work force. 


Use of an advisory committee to change course content. 
Personal contact with employers. 


Instructors discuss, evaluate, etc. their courses at the end of the 
year. 


Instructor input--lobbying to have changes made. Seems difficult to 
change some of the old ideas. Money is also a problem where expensive 
machinery is required; e.g. data processing; word processing. 


Personal interview with business people and other professional 
colleagues. Internal Evaluation instruments utilizing current students. 


Formal program evaluation model used on a periodic basis. 


Student Evaluation 
Business Men's Night at the College 


Surveys done by our student placement office annually. 


Informal contact with graduates. All students are interviewed 
approximately two weeks prior to the completion of the program and course 
content and changes they would like to see in the total program are 
discussed. Course evaluation are also an excellent criteria for 
changing, evaluating, and developing courses. 
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III. Curriculum Evaluation 


Part three - continued 
Advisory Committee 


Conferences 
Speaking with people in business world 


Department Workshops/Program Evaluation Events 
Feedback from Business/Office Conferences/Equipment Shows 


Advisory committee, current periodicals, etc. workshops, conferences. 
Feedback from students on work experience. 


Advisory Committee 

Contributions of staff members from experience, seminars, literature, 
ete. 

Contact with graduates on an on-going basis. 


IV. Curriculum Development in the Future 


(8) There is a provincial committee on Articulation and Transfer. We 
had the chairman of this committee chair a panel on articulation at a 
dinner meeting at NAIT two (three) years ago, for the ABEA Edmonton area. 
It was well received. However, this Committee deals only with 
articulation and transfer at the post-secondary level. It is difficult 
to envisage how such a committee could operate between the secondary and 
post-secondary level, since the secondary levels are not required to meet 
any provincial standard set by the Dept. of Education, by way of being 
tested (as suggested by question 7). 


(7) This question makes a value judgment at the beginning--in whose 
opinion would provincial tests give greater public recognition and 
status, etc. Programs have to meet the requirements of the particular 
locale in which their graduates are employed. The provincial test would 
have to be set at the lowest common denominator, so to speak, in order to 
satisfy a province-wide requirement of the employers. Employers in 
outlying areas may have different expectations of their office workers 
than employers in the larger centres. If the minimum standard were set 
for provincial tests, I am inclined to think it would discourage students 
from working toward higher goals. 


Competition among the various programs is a healthy thing for the private 
enterprise system in which Alberta operates. Administrators of these 
programs work hard on their public image and the graduates make a 
reputation for the program. As a result, employers seek out graduates 
from the programs that they know have the standards they are seeking. 


The present system encourages pride and esprit-de-corps, both for the 
student and for those involved in offering the training. 
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IV. Curriculum Development in the Future - cont. 


(10) By "how" you do not mean methodology, do you? I answered the 
question from the point of view that the question means what secretaries 
should be trained, or what skills secretaries should have. 


Committee mentioned in 5 could do work mentioned in 6 and 8. 


(8) As long as this is not a government set-up. 
(7) if not tied to funding. 


Personally I would like to see a centrally located area set-up to inform, 
assist, and all business education teachers (prov.-wide) regarding latest 
and up-to-date information on Business Education Programs. Business 
Education teachers could be encouraged to return to industry after a 
three year term at school. Where professional development councils could 
be used in business education research. Life is business and its about 
time that the schools, the administrators, and program consultants 
realized the importance of developing sound objective business education 
programs to meet the social and individual needs of our communities. 

More funding is an absolute necessity. 


(4) They may set up their own courses but not in isolation. 
(8) Not necessary since an adult could be admitted to Secretarial Arts 
without previous courses related to this program. 


I feel strongly that many decisions related to curriculum development, 
evaluation, and the like are done based upon "whim", "fanciful" and 
unsubstantiative bases. It is not enought to look at other colleges and 
institutions and do what others are doing... its like the "blind 
leading the blind." Corroborative evidence is required to substantiate 
and justify goals and objectives in teaching. Professional authorities 
in the field of teaching business education are great resources. The 
reading of various literature and books by people who have researched 
subject areas is a must! Realism must be part of the teaching of 
business courses. How many instructors have method courses in the 
instruction of their course ... e.g. Methodology in teaching typing, 
shorthand? How many instructors are willing to take such courses? How 
many are prepared to look at the future progressively? Methods courses 
are a must! We are educators! Experience is fine and dandy but methods 
courses give a definite bases for instructing a certain way! Having read 
many books and literature in the business education field I have 
discovered very little (if any) conflict between authors as far as 
purposes and objectives. What better means of instructing than 
justifying your actions by have cooraborative evidence rather than 
relying on "hear say" or unsupported criteria!" Thanks. 
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IV. Curriculum Development in the Future - cont. 


A provincial standard as to certificate issued would be helpful, 
especially to smalll institutions, in assessing the viability and utility 
of the courses offered in these institutions. It is always reassuring to 
know that there is a standard to check with. Without such standards, it 
is difficult to evaluate how one course copmpares with another. 


Especially would a "standardized" certificate be valuable to the students 
province-wide. 


More open communications and sharing of info and ideas would be welcomed. 
However, formalizing any kind of procedure through the auspices of a 
government office would serve to be of limited value. If increased 
funding were made on an on-going basis to professional organizations, 
maximum benefit to the busines professionals could result. 

Good luck--the results should be interesting. 


I see no need to coordinate all Secretarial Arts programs across the 
province. Each college has competent and professional staff to maintain 
good programs without the extra time and money required to coordinate. 
Any involvement of Alberta Advanced Education and Manpower will only add 
costs to education, frustringin with 'red tape', and reduce a given 
colleges' ability to adjust to any unique local demands. 


We value autonomy in curriculum development to provide maximum 
opportunities for flexibility and simpliity of procedures for 
change--thus encouraging up-to-dateness in our program content. Any 
participation by governmental committees can only be a hindrance to the 
above. The onus should be on staff members to keep up-to-date. I feel 
that standarized provincial certificates could mean standardized 
curriculum--again limiting flexibility, initative and efficiency. 
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